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FOREWORD 



The original Handbook V. Pupil Accounting for Local and State School Systams, was 
published in 19S4 as one manual in a series of terminology handbooks covering various 
areas of information needed and used in local and State education agencies. The items of 
information in the handbook and their definitions were generally sound. However, 
changing conditions in education during the intervening years made it desirable to revise 
the handbook in light of new needs and practices. 

With the introduction over the years of new and different kinds of State and Federal 
support for schools, new terms descriptive of student/pupil characteristics came into the 
vocabulary. Because of widespread application of electronic data processing to educational 
infcmiation systems, a need emerged for more detailed and consistent codification of stu- 
dent data. Due to increased emphasis on community and junior colleges and adult/ 
continuing education, more information was needed on students in these institutions and 
programs. I n some cases, entire new categories of information were needed along with addi- 
tional specific items. A few definitions needed to be expanded or modified. 

These factors, as well as others, contributed to the decision to revise Handbook V. A 
contractor was selected in June 1971 to de-elop the revision under the guidance and 
coordination of Office of Education personnel and a National Advisory Committee 
comprising representatives of 12 educational organizations. An intensive cooperative 
effort ensued for updating the handbook materials. 

The new edition of the handbook appears very similar to its predecessor in its 
organization. Its prime function remains to identify the terms and definitions most 
needed at the current time for collecting, using, and reporting data about students. 
However, there are major differences in scope and content jch as a greatly expanded 
treatment of items about education for the handicapped, additional items for 
community/junior, colleges, and more comprehensive treatment of msdical information. 
The new edition reflects the present concern for confident;ality of student records-for 
the appropriateness and correctness of the data, and for the prevention of unauthorized 
or inappropriate use of information about individual students. The concept of continuous 
student accounting in enrollment and membership it formation is stressed in the revised 
handbook. Uses of student data and guidelines for implementing information systems are 
included in appendix materials. Finally, the term "student" is used throughout the 
handbook rather than "pupil" since "student" is more acceptable to secondary schools, 
community/junior colleges, and adult/continuing education. 

The revised handbook cotitains input from hundreds of persons knowledgeable about 
education, about educational information systems, and about students and pupils in 
particular. Although it presently represente the best thinking on this topic, the handbook 
eventually will need to be revised to meet changing future needs. Meanwhile, it is truly 
hoped and expected that the manual will provide local and State education agencies with 
practical guidelines for improving the utility and effectiveness of their own student/pupil 
information systems. 

After its completion in 1973. the revised manuscript was distributed to 'Jie 
participating organizations. Subsequently, each of the 12 organizations which provided 
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continual guidance and assistance from the inception of the project to its completion 
approved the handbook as the basic guide for items of student/puoil information to be 
used in the schools of the United States. Further, they recommended that Federal, State, 
and local agencies effect its use as promptly as feasible. In recognition of this approval 
and recommendation, the following signatun^s are affixed to the handbook's foreword: 



CHAIRMAN OF THE BOARD. American 
Association of Community and Junior 
Coiteges 




PRESIDENT. American Association 
of School Administrators 



PRESIDENT, American Personnel 
and Guidance Association 

PRESIDENT. Association for Super- 
vision and Curriculum^epartment 

PRESIDENT, Association of School 
Business Officials of the United 




States and Canada 



PRESIDENT, Council for Exceptional 
Children 



PRESIDENT, Council of Chief State 
School Officers 





PRESIDENT, National Association for 
Pubifc Continuing and Adult Education 



PRESIDENT. National Association of 
Elementary School Principals 

PRESIDENT, National Association of 
Secondary School Principals 

PRESIDENT, National Education 
Association 

PRESIDENT, National School Boards 
Association 



We are sincerely appreciative of the efforts of the many organizations and indivkluals 
whose effective participation has helped assure the usefulness and accuracy of the con- 
tents of this handbook. We trust that the implementation of this handbook will enhance 
the quality of student data, while encouraging the development of adequate safeguards 
for protecting the confidentiality of student records. 



ERIC 



Allan R. Lichtenberger, C/i/ef 
Educathrwl Data Stand^ds Branch 
Offica of FMucatlon 



Absalom Simms, Director 
Division of Intergovernmental 
Statistics 
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Chaptatr I 



OVERVIEW 



The fundamental purpose of this handbook is to 
provicte terms and definidons for the data and informa- 
tion educatoi-i say they need most to work effectively 
with students and/or pupils. The handbook thus 
identifies information items which are u^. d to describe 
and make decisions about students. Seme ^at*.^ deci- 
sions are very specific, pertaining to personal needs, 
vocational choices, and educational programs of indi- 
vidual students* Other decisions are broader in scope, 
concerning the planning and management of education 
for large groups of students. 

As a basic reference for terms relating to students, 
the handbook: 

e Identifies concepts useful for m^ing decisions 
which may enhance ti^e educational experiences 
of students, individually or in groups. 
Provkles "standardized"' terms and definittons to 
represent these concepts; use of these terms will 
facilitate accuracy of communteation about stu- 
dents. 

• Classifies the terms into categories at several levels 
of detail for ease of understanding and usage. 

e Provkles guidelines for developing and managing 
student records. 

• Recommends the development of policies to 
safeguard the confktentiality of information in 
the records of individual students. 

The handbook is intended to serve data needs of 
education agencies, schools, and other eckicational 
institutions other than 4-year colleges and universi- 
ties, included are te^ms and definitions for use in 
preschool progranns, elementary schools, middle 
schools, high schools (including junior high s, .ools), 
community /junior colleges, adult/continuing education 
programs, and vocatior al/technical institutes. 

The terms, definitions, and procedures recom- 
mended in this handbook represent the combined best 
judgment of the many persons participating in the 
cooperative development of the handbook materials. 



They are presented as sound practica or principles 
which should be interpreted and applied accoiding to 
local and State needs and requirements. Any school or 
school system-with guidance from its appropriate 
State education agency and in support of the policies 
of its governing board and administrative officers- 
should determine its own informational needs and the 
specific processing procedures for rneeting these needs. 
After these decisions have been made, the handbook 
can be utilized to identify and classify tha items 
required. 

While use of the terms, definitions, and procedures 
of this handbook is not a requirement ;:nposed by any 
governmental agency, these materials do reflect govern- 
mental requirements existinp at the time of the 
handbook's completion. 

CONFIDENTiALITY 

The confidentiality of student data must be safe- 
guarded. For this reason, education agencies must give 
serious consideration to determining what data shoald 
be incorporated into student records; how these data 
may be reviewed, verified, ahd corrected; how access to 
student data files may be controlled; and under what 
conditions student data should be transmitted to 
others. As discussed more fully in chapter 11, it is 
recommended that education agencies develop policies 
and procedures for collecting, maintaining, using, and 
disposing of student data, as appropriate for local and 
State needs and in conformity with applicable laws and 
regulatic s. 

BASIC DEFINITIONS 

In this handbook, a student is defined as an 
individual for whom instruction is provided in an 
educational program under the jurisdiction of a school, 
school system, or other educational institution. No 
distinction is made between the terms "student" and 
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"pupit''; the term "student'' is used to inctude irKlivid- 
uals at all instructional levels. A student may receive 
instruction in a school facility or in another location, 
such as at home or in a hospital. Instruction may be 
provided bv direct student-teacher interaction or by 
some other approved medium such as television, ladio, 
telephone, and carre$ponden(4i. 

As used in this handbook, the temis "schoor* and 
"school system" refer to educationul institutions and 
agencies having instructional, administrative^ and/or 
recordkeeping responsibility for students. They apply 
equally to all levels of organization. 

The terms "data" and "information" are used 
extensively throughout the handbook. "Data" are the 
raw facts collect and recorded or reported, such as a 
mark of "A" in History or a residence address of 1 234 
Main Street. "Information" is the compiled, combined, 
summarized, or reported data which, in context, has a 
significant meaning. The qualification of Johnny Smith 
for a special educational program because of low 
family income and his referral for special assistance are 
examples of meaningful "information," as is a sum- 
nnary showing 15 percent of students in a specified 
school to be minority ethnic groups. 

"Items of information" and "item" are used as 
synonymous terms in referring to one or more words 
or other symbols identifying a specific bit of data, such 
as "Female," "Date of Birth," and "Junior High 
School." Similar items oi information (e*g.. Ele- 
mentary School, Junior High School, and Senior High 
School) are grouped into a single "category of informa- 
tion" (e.g.. Instructional Organization Entered). 

CRITERIA FOR INCLUDING ITEMS 

Three basic criteria-reflecting need, effort, and 
communication-were used in selecting tfie items of 
information included in the handbook. Each item 
selected was judged to meet the following criteria: 

(1) The item is important to and needed by mmy 
local schools or school systen)s-and the can* 
munities of which they are a part— for providing 
effective instructioiial and supporting services 
for *he benefit of students. 

(2) The item can be accurately collected and 
maintained with an effort justifiable in terms of 
the value of the uses of the information. 

(3) The item is needed for the exchange, reporting, 
or availabiiity of information about students to 
other schools and school systems, to colleges, to 
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the State educatk>n agency, and/or to parents 
or others in the community.' 

Similar critera may appropriately be utilized by 
State and loca! agencies and institutions in selecting 
items from this rtarKibook and from other sources for 
inclusion in their own information systems. 

BENEFdTS Cr STANDARDIZED TERMINOLOGY 
ABOUT ^UUENTS 

The universal use of the terminology in this hand- 
book can assist in improving the quality of education 
by facilitating meaningful evaluation, realistic planning, 
and effective operation of educational programs 
throughout the United States. When standardized 
terminology is used for records and reports about 
students, such information may be prepared with 
greater flexibility and communicated as needed with 
greater speed and accumy. 

Information available to school officials in standard- 
ized form may: 

• Contribute to better learning by individual stu- 
dents through improved teaJi^ng and guidance. 

• Facilitate rational decisionmaking about curricu- 
lum development and change. 

• Enhance reporting to the public about the condi- 
tion and progress of education. 

• Facilitate the estimation of future enrollments 
and future needs of individual schools and school 
systenru. 

• Assist in developing sound educational policies at 
all levels. 

e Aid in ttnt comparison of informa^'jn among 
communities and among States. 

• Improve the accuracy and timeliness of nation- 
wide summaries of information abou^ students. 

• Improve the quality wd significance of educa- 
tional research-locally, statewide, and nation- 
wide. 

Within a State or local school system, standardized 
items of information recorded on manual forms may 
he reulily compared and combined with the same 



^ Items ustd in txchanglno or transferring information about in- 
divickiai ttudtnu should be selected with care, in accordance 
with rppllcebie laws, rtguletioni, and policies. This concern 
for oonfidMitiality of student informetion is discussed more 
fui ^ in chapter II. 
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rtandardized items of info^^mation processed by auto* 
matic data processing systems. Further^ the use of 
standardized items of information may be essential to 
the orderly and efficient conversion from manual to 
automatic data processing. In such a inversion, the 
adoption of standard classifications and terminology is 
a necessary first step, whether a school plans to initiate 
or to extend automatic data processing for an individ- 
ual school or for the entire school system. 

In addition to its value in typical instructional and 
administrative uses, the tenninology of this manual, 
together with the terms of other manuals in the 
Handbook Series, may be of great benefit when used as 
basic references for institutes or workshops of teachers, 
parents, and/or students. 

CLASSIFICATIONS OF ITEMS 
AND CODING STRUCTURE 

The coding structure used to classify items aixxjt 
students consists of seven digits divided into four 
groups, as is illustrated in figure la. The first digit is 
used to identify the major classification of items 
which are: 

1 Personal Identification 

2 Family and Resklence 

3 Physical, Health, Sensory, and Related Conditions 

Figure !a.-Codiiig Structure 

X XX XX XX 

MAJOR CLASSIFICATION _j I I I I 

SUB DIVISION 1 

SUB PIVISiON 1 

DECJMAL POINT 1 

DATA CODE 



4 Mental, Psychological, and Proficiency Test Re> 
suits and Related S> ident Characteristics 

5 Enrollment 

6 Performance 

7 Transportation 

8 Special Assistance and Tuition 

The second and third groups-each having two 
digits-provide additional levels of detail within cate- 
gories. For example, 1 05 00 identifies Birth and Age 
Data; 1 05 02 identifies Evidence Verifying Date of 
Birth. In a few cases where an added breakout of 
categories is needed, the first digits of the second and 
third groups are used to relate data. (For example, 
3 21 00 is used to identify the subcategory "Vision'' 
under 3 20 00 ''Sensory, Physical, and Related Condi- 
tions.") The listing of the subject headings through the 
first three digits is shown in figure lb. The complete 
subject listing through the first fiv«^ digits is included in 
chapter ill. 

The last two digits, which are to the right of the 
decimal point, have been used to indicate detailed 
information items in multiple choice fo>m. Each data 
bit may be written in a block or space on a 
manually prepared form, or keypunched into a field on 
a tabulating card. For example, if the evidence verify* 
ing date of birth is an entry in 6 family Bible, the 
corresponding code is 1 05 02.06, as shown in figure 
la. The coded multiple choice information item^ are 
included with their definitions in chapter IV. 

The codes presented are illustrative, and not manda- 
tory. Local school systems and institutions may adjust, 
adapt, or replace them as needed to meet their require- 
ments. Ideally, this should be done in such a way that it 
does not conflict with the basic handbook structure. 

Items within the handbook may be used selectively 
in information systems, or they may be subdivided into 
additional items without any loss of comparability. In 
general, items and groups of items should not be com- 
bined in basic records since they might then no longer 
be comparable or combinable with data or information 
from other sources. 
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05 02 



BIRTH AfJD AGE DATA- 



EVIDENCE VERIFYING 
DATE OF BIRTH 



ENTRY IN FAMILY BIBLE* 



06 GENERAL STRUCTURE OF THE HANDBOOK 

E%h of the major segments of the handbook, as 
outlined in the Contents, has a specific purpose. The 
Foreword is designed to convey the background of the 
handbook, including its relationship to the previous 
edition. 

Chapter I, Overview, is meant to provide the user 
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Figure ib.-4Maior Categories of Student Information 
(FIRST 3 DIGETS ONLY) 



1 00 PERSONAL IDENTIFICATION 

1 01 Nam« 

1 02 Stuctent Number 

1 03 Sex 

1 04 BacW/Ethmc Group 

1 05 Bkth and Aee Date 

1 06 Minor/Adult Stetut 

1 07 Fimily Ratpoiwibility 

1 06 Citizanthip Status 

1 09 Laneueae Coosidetatiocis 

1 1 1 Vateran Benaf it Status 

2 00 FAMILY AND RESIDENCE 

2 10 P^emi 

211 MalePfiont 

212 Femaia Parent 

2 13 Sponsor 

2 20 Rasponsibta Adult of Domicile 

2 30 Brc^thars and Sistars Living in Household 

2 40 Family Economic Information 

2 50 Family Social/Cultural Information 

2 60 Rasidanca Data 

3 00 PHYSICAL. HEALTH. SENSORY. AND RELATED 
CONDITIONS 

3 01 Studant Medical Racord Numbar 

3 10 History of Physical Davalopmant 

3 1 1 Heieht 

312 Waight 

3 13 Oral Health 

3 20 Sensory, Physical, and Ralatad Conditions 

3 21 Vision 

3 22 Hearing 

3 23 Speech and Language 

3 24 Orthopedic Condition 

3 25 Neuroiogicsl Condition 

3 26 Cardiac Condition 

3 27 Other Physical Condition 

3 28 Physical and/or Health Handicap 

3 29 Physical Anomalies and Cosmetic Conditions of 

Potential Emotional Significance 

3 30 Medical History 

3 31 Diseases. Illnessa), and Other Temporary 

Conditions 

3 32 Immunizations 

3 33 School-Ralated Injuries and Medical Treatments 

3 34 Other Serious I nju rie$ 

3 35 Surgery 

3 36 Drug Abuse 

3 37 Medical Laboratory Tests end Procedures 

340 Referreis for Physical. Health. Sensory, and Rsleted 

Conditions 

3 50 Physical Examinations 

3 60 Physical. Health, and Sensory Impeirments 

3 70 Limitation on School Activities 
380 Emergency Information 

4 00 MENTAL. PSYCHOLOGICAL. AND PROFICIENCY 
TEST RESULTS AND RELATED 
STUDENT CHARACTERISTICS 

4 1 0 Mental. Psychological, and Proficiency Tesu and 

Inventories 

4 11 Test Identification 

4 1 2 Form of Test Administration 

4 13 Test Scoring 

4 20 Raferrels for School Work or for Intallectual. 

Social, or Emotional Reasons 

4 30 Specific Mental and Psychological 
Charectaristics 

4 40 Moat Effective Styles of Learning 

6 00 ENROLLMENT 

5 10 Entrance (Admission) 
5 1 1 Dote of Entry or Admission 
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5 12 Type of Entry 

5 13 Admission Status (Community/Jr. College) 

5 14 Former Dropout 

5 15 School or Other Institution Previously Attended 

5 16 Eckicational Uevei Previously Completed by 

Adult Ecfucation Student 

5 17 School Entered 

5 18 Qua! Enrollment 

5 19 Type of School or Institution Entered 

5 21 Grade Entered or Year in School 

5 22 Location of instruction 

5 23 Type of Program Entered 

5 24 Type of Class <or lnstruc:>onal Grouping) 

5 25 Principal Medium of Instruction 

5 26 Full-Time/Part-Time Status 

5 77 Day/Evening Status (Community/Jr. Collage) 

5 28 Special Program Modification 

5 31 Course or Class Assignment 

5 32 Counselor 

5 33 Home Room Teacher 

5 40 Membership end Attendance 

5 41 Membership Information 

5 42 Attendance Information 

5 50 Withdrawal 

5 51 Transfer 

5 52 Completion of Schooling 

5 53 Discontinuance of School Work (Dropping Out) 

5 54 Death 

5 60 Nonantrance Information 

6 00 PERFORMANCE 

6 10 School Performance 

6 1 1 Program o^ ;>tudies 

6 12 Course Information 

6 13 Mark or Report for Student Performance 

6 14 Credits (Units of Value) 

6 15 Mark Value 

6 16 Ma^-k-Point Average 

6 17 Coc-jrricular Activity Informetion 

6 18 Progress Information 

6 21 Recognition for Completion 

6 22 Honors Information 

6 23 Transcript Requests 

6 30 Nonschool Parformanca. 

6 31 Employment Information 

6 32 Other Nons<:hool Performance Information 

6 33 Nonschool Activity Interests 

6 40 Poatschool Performance 

6 41 Poatschool Interests and Plans 

6 42 Postschool Education and Training 
Information 

643 Postschool Occupation and Employment 
Information 

6 44 Other Postschool Activities 

7 00 TRANSPORTATION 

7 01 Transportation Stetus of Student 

7 02 Distance from Home to School 

7 03 Eligibility of Student for Transportation at 

Public Expense 

7 04 Vehicle on which Treniportad 

7 05 Distance Trsnsported 

7 06 Length of Time Transpoirted 

7 07 Qualification for State Trensportation Aid 

7 08 Schoolbus Number 

7 09 Sdioolbus Route Number 

7 11 Schoolbus Run Number 

7 12 Bus Stop Identification 

8 00 SPECIAL ASSISTANCE AND TUITION 
8 01 Students with Special Charactaristka 

8 02 Federal Educational Program Eligibility 

8 03 State Educational Program Eligibility 

8 04 Other Special Educational Program Eligibility 

8 05 Welfare Eligibility 

8 06 Tuitkin and Fee Information 
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with d ouick understanding of the handbook, its 
contents, and its usefulness. 

Chapter II, Student Data Managenrjftnt and Con- 
fidentiality, covers the important subject of the collec- 
tiori, use, and dis^mination of data an-i information 
about a student so that it will be used only for 
purposes of benefit to him. Sujsgest'ons for policy 
development are given as to the kinds of data which 
should be collected, the updating of these data, and the 
control of access to files of data about individual 
students. The recommendation is made for each school 
system to develop its own policies and guidelines for 
student data within the parameters of existing law^ reg- 
ulations, and policies. 

Chapter Hi, Classificatk>n of Information About 
Students, categorizes groups of student data items tnat 
are consWered significant in the management of schools 
and in the guidance of students today and in thd foresee- 
able future, identifying item categories which may be 
considered as minimum or basic to a student record.^ 

Chapter IV, Definitions, provides specific def;7»i- 
tions for the terms included in chapter III, and, in 
addition, supplies detailed multiple choice items for 
describing the student and significant factors affecting 
his school performance.^ 

Chapter V, Glossary, identifies and defines signifi- 
cant terms used in the handbook, but not defined in 
chapter IV, including a special section of medical 
terms. The chapter also includes other terms consid- 
ered important to an understanding of student data 
management. 

The appendixes of the handbook include {guidelines 
for school administrators in the design and implemen- 
tation of procedures and systems for collecting, record- 
ing, and processing student data; an overview of report 
items and measures about stud^ants; a discussion of uses 
of information about students; and code designations 
for States, countries, dependencies, areas of special 
sovereignty, and languages. The names of persons who 
contributed to the developn^ent of this revised hand- 
bock are included in appendix 1. 



*The categoriw and itent included in this chapter ere not 
intended to mandate that certain infonmation be maintained or 
to restrict the amount of information recorded. Schools end 
school systems should maintain whatever information is 
necessary end appropriate, ensuring that it is compatible with 
the cJauificationr end definitions of the hendbook. In situa- 
tions where an item of information is either required or pro- 
hibited by lew, such lew and its applicable regulations should 
take precedence over the recommemJations of this nendbook. 



OTHER NATIONAL HANDBOOKS 
IN THE SERIES 

This handbook is a part of the State Educational 
Records and Reports Series of terminology manuals. 
Each handbook in the Series provides terms and 
ctefinitions for describing one major aspect of school 
operation.^ 

Handbook I, The Common Core of State Educa- 
tions/ Information (1953)*. describes the overall infor- 
mational requirements of State education agencies in 
broad ternns. 

Handbook II (Revised), Financiai Accounting Classi- 
fications and StarKiard Termino/ogy for Local and 
State School Systems (1973), covers basic concepts for 
financial manascm^n^ including a comprehensive chart 
of accounts. It has a relationship to student data 
because, among other reasons, financial performance 
should be evaluated in relation to the effect of the 
schools on students, and thu^ to the output of the 
school system. 

Handbook llh. Principles of Public School Account- 
irhg (1967), is a companion manual to Handbook M, 
and describes basic financial accounting principles and 
methods. 

Handbook HI, Property Accounting for Local and 
State School Systems (1959)*, includes terminology 
and definitions for describing school sites, buildings, 
and equipment* 

Handbook IV (Revised), Staff Data for Local and 
State School Systems: Standard Terminology, C/assifi- 
cations. Operating Prccedures, and Reporting (1974), 
covers terminology and recordkeeping for staff person- 
nel at all levels-executive, professional, technical, 
clerical, and skilled and unskilled labor. Its relationship 
to student data is mainly through student and staff 
assignments to the same classes and activities. 

Handbook VI, Standard Terminology for Curricu- 
lum and Instruction in Local and State School Systems 

(1970) , incorporates items of information for describ- 
ing various elements of the instructional program, 
including the content, resources, processes, organiza- 
tion, and administration of curriculum and instruction. 

Handbook VII, The State Education Agency 

(1971) , provides standard terminology and guidelines 
for recording and reporting information descriptive of 
education agencies at the State level. 



'Complete pubiicetion i.^form^tion for all of these menuels it 
included In the footnotes on page 111. 
^Out of print es of August 1 , 1974. 
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Handbook VIIB. under developnrant in 1974. covers 
the terminology and uses of information about com- 
munities for ^ucational planning and decisionmaking. 
It provides items of information about local resources 
and the environment within which the student, the 
school, and the school system function, including 
population and school enrollments, economy, land use, 
and social structure and dynamics. 



This chapter nas presented an overview of the 
rationale and content of this handbook of terminology 
and definitions about stuctents and pupils. A discussion 
about developing and managing student records and 
assuring ti^ir confidentiality is presented in chapter 11. 
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Chapter fi 



STUDE^r^ data MANAGEME^^r 
AND C0NRDENT1AUTY 



Student records are an actuality. They exist because 
they are needed and used for mmy necessary educa- 
tional purposes, such as for instruction and guidance, 
for checking on compliance with attendance and health 
laws, and for administrative purposes such as deter- 
mining tuition status, scheduling students into dasses, 
planning schoolbus routes, and completing reports on 
membership and attendance for the State departnent 
of education.' 

Because of their importance, stuctent records must 
be administered with effective procedures*^ Sound 
procedures demonstrate competent data management 
and provide for accountability* As illustrated in 
figure I la, the necessary recordkeeping activity of 
building, maintaining, and disposing of record files 
should be based on concerns for data need (including 
relevancy) and data accuracy as well as on concerns for 
confidentiality. 

Figure lia*-Management of Student Data 

Data ManaeefDent: 
Activities 



Davtlooing th4 rtcord 
Maintainine tha rtcord 
Disposing of date 



Conctrns 



Naad for data 
Accuracy of data 



Confidentiality 



Recently, e number of taxpayers, parents, students, 
school officials, business leaders, and politicians have 
suggested that educational programs should be im- 
proved and that education should be managed more 
efficiently. Some persons have concluded that addi- 
tional student data are needed to help bring about such 



'Studtnt records and rcporu are discuisad mora fully in 
appendix B. Apptndix C presants a ranga of illuttrativa utas 
of thata racordi and raports. 

^Soma principlas and guidalinas for student information 
tyttami are prasentad in appendix A. 



desired educational improvements. With a massive 
technical capabili y already existing for managing far 
more educational daica than presently are collectod, the 
pressures for increasing the collection of student dcta 
lead inevitably to these questions: 

e What student data are essential to the best interests 
of the stydent end the school? Are additional data 
really needed? Should some existing data be 
discarded? 

• What are the costs of collecting student data and 
maintaining student records? Are these costs justi- 
fied? 

• What procedures will adequately safeguard the 
confidentiality or privacy of student records? 

CONFIDENTIALITY PROBLEMS AND CONCERNS 

The confidentiality issue now is receiving greater 
attention than ever before as a result of the expansion 
of ntachtne and electronic processing of student data. 
When student data are kept in a foider, and when 
access to these data is physically controlled by the 
school official having responsibility for their safe- 
keeping, the issues of confidentiality w complex, but 
relatively close control of these data can be managed. 

In recent years, however, a variety of systems for 
the automated handling of student data has been 
designed. These data systems have at least two charac- 
teristics which complicate the issue. First, the installa- 
tion of such a data system depends upon a base of 
many students in order to make the storage and 
retrieval of student data economically feasible. This 
often means that severel local education agencies pool 
tfieir student data for central processing. Keepirni data 
confidential in this type of data system is difficult. 
Secondly, the central storage of data removes the 
control of these deta from the local school to a central 
office where such problems as monitoring of student 
data become more complex for students, parents, and 
professional staff members alike. Removing data from 
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the care and control of the professional person 
responsible for them can lead to decreased vigilance 
and can result in breach of confidentiality or invasion 
of privacy, legal complications, ^nd even court cases. 

Unsuspected pitfalls may face persons responsible 
for student records. In a given jurisdiction, for ex- 
ample, information concerning the aftermath of a 
student's first and only experiment with drug abuse 
may be entirely confidential while it remains in the 
files of a health agency and protected by the confi- 
dentiality of a physician-patient relationship. Once 
transferred to the student's cumulative school record, 
however, this same information may be considered 
locally by law or regulation to be "public record" and 
as such be subject to the review of a number of persons 
other than professional school personnel. Thus, the 
unwitting transfer of information from health agency 
files to the school may result in a loss of confidential- 
ity or privacy, a condition sought by neither the 
student nor the responsible official. 

Concern about the proper use of data in data banks 
and automated personal data systems has been ex- 
pressed at the national level by Senator Sam J. Ervin, 
Jr., and by Elliot L. Richardson while Secretary of the 
Department of Health, Education, and Welfare. One 
concern of the former has been the possible excessive 
use of social security numbers as a personal identifier, 
especially in accessing information from information 
systems. The latter appointed an advisory committee 
to analyze the consequences of using computers to 
keep records about people. 

The Secretary's Advisory Committee on Automated 
Personal Data Systems assessed the general impact of 
computer-based recordkeep ng on private and public 
matters. Three effects of computer technology were 
specially identified by the committee in its report. 
Records Computers and the Rights of Citizens:^ 

• The computer enables an organization to enlarge 
its data-processing capacity substantially. 

• The computer greatly facilitates access to personal 
data, both within organizations and across bounda- 
ries that separate organizations. 

• Computerization also creates a new class of record- 
keepers vwhose functions are basically technical and 



•U.S. Department of Ha«ith, Education, and Welftra. R^corii 
Computsn wnd th0 Rlghu of CitizHit: Report of th0 
Seerstsfy'i Advisory Committm on AutomMUd P§rson9f l>uf 
Systenu, DHEW PubJication Nr. (os) 73-94, p. 12. Washing- 
ton: U^. Govtrnmant Printing Office, July 1973. 
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Whose contact with the suppliers and users of data 
is often remote. 

The Comroittee also described possible effects of 
computerized personal data on itidividuals, organiza- 
tions, and the society as a whole:* 

• The availability of too much data may result in a 
computerized recordkeeping system becoming 
rigid antl insensitive to the interests of individual 
data subjects. 

• Relatively easy access to data increases the possi- 
bility for unauthorized access to a data bank for 
purposes of commercial exploitation or blackmail. 

• Easy access to data for authorized purposes has 
been a source of leakage of data from some 
personal data systems. Further, authorized use of 
computer-based persona! data systems may be 
hazardous where lines of authority and responsi- 

' bility are overlapping or ambiguous-where there is 
a fundamental lack of uniform legal constraints, 
homogeneous recordkeep;^ practces, and com- 
mon standards of judgment. 

• The possibility exists for arwmbling data from 
computer-based information systems into a master 
file of intelligence dossiers. 

In addition, the committee found that pressures have 
been exerted at times to use legitimate and necessary 
administrative data systems for ill-advised statistical 
reporting and research purposes. As assessed by the 
committee, the overall effect of computerizing per- 
sonal data is to make it far easier for recordkeeping 
systems to affect people than for people to affect 
recordkeeping systems. 

To help alleviate or eliminate shortcomings in 
personal data systems, the Secretary's Advisory Com- 
mittee recommends the use of five basic principles as 
safeguard requirements for both administrative per- 
sonal data systems and statistical-reporting and re- 
search systems. The following five principles thus may 
serve well as basic requirements for all student infor- 
mation systems: 

• There must be no personal data recordkeeping 
systems whose very existence is secret. 

• There must be a way for an individual to find out 
what information about him is in a record and how 
it is used. 



^ibid., ch. 11. 
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• There mus^ be a way for an individual to prevent 
information about him that was obtained for one 
purpose from being used or made available for 
other purposes without his consent, 

• There must be a way for an individual to correct or 
amend a record of identifiable information about 
him. 

• Any organization creating, maintaining, using, or 
disseminating records of identifiable personal data 
must assure the reliability of the data for their 
intended use and must take precautions to prevent 
misuse of the data.^ 

These basic principles are reflected in the recommenda- 
tions for student records presented in this chapter and 
in the Family Educational Rights and Privacy Act of 
1974,^ 

GUIDELINES FOR INCLUDING 
rNFORMATlON IN A STUDENT RECORD 

The first step in developing and safeguarding stu- 
dent records is assuring ttiat the information included 
in the record is both necessary and accurate. For this 
purpose, guidelines for developing and maintaining the 
student record-such as those suggested below— should 
be formulated locally in accordance with applicable 
State and local laws, regulations, and policies, as 
interpreted by competent legal counsel. 

For developing student records, local school systems 
and individual institutions should have procedures for 
assuring the careful selection of record items about 
students, and for the careful collection of these items. 
Additional information of temporary value nrtay be 
used by school personnel, but should not be inserted 
into a record to be maintained over a period of time. 



In general, schools should: 

SELECT 

'Ofily infonnation which 
can ssslit tliQ student 
with academic, personal, 
social, and vocatior«al da* 
cisiont. 

-information of pernia- 
nant or sefnipermanent 
valuo. 



EXCLUDE 

-1 nf ormati on judeed not 

relevant to the student's 

welfare, 
-information which is not 

accunita. 
-information of tanriporary 

valua. 

-information which will 
not be used. 



In the record-building procedures, parents and/or the 
student should have the opportunity to review data 
being collected and consent to its being entered into 
his record. This is particularly important for data 
pertaining to pote/.tially sensitive portions of the 
record such as family background, racial group, and 
medical history. 

To maintain an accurate and relevant record, pro* 
cedures should be developed and implemented to: 

• Permit review of the record by parents (or by the 
student, if an adult) who then may request 
correction or removal of inaccurate or irrelevant 
information. 

« Have the record reviewed and updated periodically 
by appropriate staff nrrembers. If an annual or 
biennial review is not feasible, records should be 
reviewed at major transition points, such as when 
the student progresses from one school level to 
another (e.g., elementary to junior high school, or 
junior to senior high school), or when the student 
transfers to another school. 

These procedures for maintaining an accurate and 
relevant record should direct school personnel to: 
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^Section 438 of the General Education (Provision Act (GEPA), 
as added by Section 513 of Public Law 93-380, the Education 
Amendments of 1974. enacted August 21, 1974. In brief 
fiumnnarv, tha Fanriily Educational Rights and Privacy Act of 
1974 imposes several rsquiraments on educational bodies 
receiving Federal aducational funds: that no funds shall ba 
made available to aducational bodies which deny or prevent 
parents (or studonts over 18 or at the postsecondary lavel) the 
right to inspect all official records and other materials ralating 
to their children and to challenge the contents. The Act also 
prohibits tha release of personally identifiable data except to 
specifiad persons without tha written consent of parents. 
Officials should familiarite themselves with the provisions of 
the Act and related provisions. Tha tex; of tha Act is included 
in appendix H on page i97. Set alio Section 440 of GEPA, as 
added by Public Law 93^)80, included on page 199. 



RETAIN 

-information 
judged relevant 
to the student's 
welfare. 

information 
needed for legal 
raascns. 

-information of 
historical signifi- 
cance. 



CORRECT 



DISCARD 
(OR DESTROY) 



-information -information 
which is incor- judgad no longer 



ract. 



relevant to tha 
student's welfare, 
-information 
which will not ba 
used. 

-infor ma ti on 
which is out-of* 
date. 



In discarding record data, many written school 
records may be disposed of as waste paf>er, that is, 
burned or buried without supervision. Written records 
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about individual students* on the other hand, generally 
ard considered confidential and should be shredded or 
burned under supervision of tti« staff member respon- 
sible for the records or his designee. Individual student 
data on punched cards, tapes* and disks should be 
destroyed with similar care. 

A minimum of information should be maintained 
after the student leaves the school or school system. 
Subjective information should be destroyed, including 
ratings, observations, and anecdotal records made by 
teachers and counselors. In most instances, information 
kept in the permanent file-that is, after the student 
has graduated from high school or attained the age of 
21 years— need include no more than: 

• Student's legal name 

• Any other name 

• Social security number (if known) 

• Sex 

• Date of birth 

• Names of parents 

• Student's address (last known, while in school or 
school system) 

• Date of entry 

• School from which received 

• Courses and cocurricular activities, with appli- 
cable marks and/or reports (except for elemen- 
tary and middle school) 

• Proj^ess 

• Date of withdrawal 

• Type of withdrawal 

• School to which student transferred 

This permanent information should be maintained 
for whatever length of time required by applicable 
legislation, regulation, and policies. In most public 
school systems, this should be for a minimum of 100 
years. 

TYPES OF STUDENT RECORDS 

Student information is included in 3 types of 
records: cumulative records, special student services 
records, and confidential reports from the records of 
outside agencies. 

Cumulative student records are continuous and 
current records of significant factual information re- 
garding the progress and growth of individual students 
as they go through school^ generally including personal 
identifying data; selected family data; selected physi* 
cal, health, and sensory data; standardized test data; 
membership and attendance data; and school perfor- 
mance data. 

^ 22 
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Special student servkM records originate as reports 
written by any student services worker (or pupil 
personnel services worker) of the local educational 
agency for the express use of other professionals within 
the agency, including systematically gathered teacher 
or counselor observations, verified reports of serious or 
recurrent behavior problems, and selected health data. 
Normally, these records are maintained separately from 
the cumulative student records. 

Confidential rtiiofts from outside agan^ include 
confidential information from the records of co- 
operating agencies and individuals such as child welfare 
agencies, hospitals, or juvenile courts; or correction 
officers and private practitioners.*' 

Records within each school system or institution are 
likely to be kept in various locations, e.8., in the office 
or room of a principal, dean, teacher, counselor, nurse, 
psychologist, or registrar, or in a centralized location. 
Wherever kept, the three types of records should be 
maintained separately so that they will not be com- 
bined inadvertently, resulting in some student informa- 
tion being released by mistake in aocordance with 
procedures established for a different type of record. 

GUIDELINES FOR ACCESS 
TO STUDENT RECORDS 

The second major step in safeguarding student 
records from improper use is the development of 
policies for access to these records. An interpretation 
of how this ccmcern about access might be incor- 
porated into local or State guidelines is shown in figure 
lib. 

Figure lib indicates types of persons and institutions 
whkii commonly seek access to the three types of 
student records (described ^ve). The degree or 
conditions of access recommended is represented by 
the numbers. 

CanfldantlMl reports from outside egencim should 
be seen or used only as required by professional school 
staff, the student, and the student's parents. The 
release of information from such a confidential report 
to any other party should be the prerogative of the 
9^ «cy or individual originating the report. for^^eciMt 



^Any such reports should bt aoosptad only with the mutual 
understandina that they will not be incorporatad Into cumuta* 
tiwa rtcordt or ipacial itudMt lorvioas records, thay will be 
undw the direct luptn^ision of qualifiod school parsonntl, and 
they will be made available on raqutst to ttudsntt or thair 
parants. Cooperating aoenciM and individuait should be in- 
formad of local policy for rtlaasinfi such information to 
parents, studsnts, profeuional school staff, and othere. 



STUDENT DATA fyiANAGEMENT AND CONFIDENTIALITY 



11 



Figurt llb.-*tKuitr«thr« GukMiMs for Aoottt to Ftecordi of Indivkittii StudtntB 
•t thft EkkmMtarv mhI Stcondary Uvtl 

(Thit illuttration for • hvpothttical tl«mtnterv*McondAry •chool tymm iHouM be 
modifitd by local school tyittmi tnd institutions to b« in oonformlty with applicabltt 
laws, rtgulations. tnd policitf.) 

CoctfM«mM 

Cumulitivt SptcM sttactant r«portt from 



Pwion or mtfiey 



Studtots ftnd/or partntv . . . « . 

Prof«ssion«l school staff 

Othar tiamtntary and sacondary 
schools 

Pottaacondary adueational 
institutions 

Prospactiva amployart 

Rataarchtrs 

Govammantal auditors and 
avaluators 

Othar salactad agancias. a.o.. StAta 
aducation aganciaa* othar govam* 
mantai units, hospitals, insuranca 
eompanias. cradit companias . . 

All othar parsons and agancias . . 
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Comptata aocau is parmitttd. 

On a profatsioma consultation hasis, paranu or tha studant (If an adult) hava 
aocaaa to tha studant's racord (tha studant who is a miiw having parantal 
par mission). 

Tha racord miy ba sharad on a naad-to^cnow basis with othar profasalonals 
^thin tho school at tha ditcnstion of tha parson in eharga of tha racord. 
Information from th« cumulathfa racord may ba ralaasad to officMs of odNtr 
schools M«ian a raquaat ;'or transfar of raoords has baan raoaivad* 
Whan tho school providas data from studant raeordi for purpoaas of 
govamcnantal audits or avaluations, aasuranoas mutt ba glvan to tha school 
that tho studant data imIII ba protactad. 

Tha school may provida data from its raoords for outsida ra sat rch purpoaas 
without consant; howavar, tha idantification of Individual ttudanu must ba 
withhald 

Except as indicatad undar no. 6 for govarnmental «iditors and avaluators, ro- 
quasts for information from this racord. or portions of it, from otfiar agandaa 
mutt ba acoompaniad by a ralaasa sljpnad by tha parant or by tha studant Of 
an adult), and than rafarrad for tha approval of tha originator of tha raoofd or 
his dapartmant director. 

This information it not to ba rataatad by tha school, axcapt In oomplianoa 
VMith Judicial ordar or pureuant to a lawfully Issued subpoena. (NOTE: Any 
decision to ralaasa confidential information supplied by « cooperating agency 
or individual-outsida the local education agency-should ba conalder«d tha 
responsibility and prarogative of that agency or indh^ldual. lot of th« toctf 
education agency.) 



stucfent $en^ice$ reconh, no information identifiable 
with a student should be made available without a 
release signed by a pw-ent or the student (if an adult), 
except to the student, his parenu, professional school 
staff members with a need to know, and authorized 
auditors and avaluators. CumuMw ncord Mornmtion 
may be forwarded on request to other schools, and 
examined as required by professional school staff, 
governni«ntal auditors and avaluators. studenu. and 
parents. A parent or student nuy authorize the use of 
portions of the cumulative record by other persons, 
institutions, and organizations. 

Students are entitled to know the identity of 
persons who have examined segments of their records 
or to whom portions have been sent. A record should 
be maintained of such persons by using an inforntation 



requisition (see page 140 and figure A-12 on page 161 
by listing transcript requesU (see item 6 23 00 on 
page 98), or by other appropriate procedures. 

Student records are transferred from one individual 
or agency to anottier for a number of purposes. The 
transferring of these records is a common occurrence 
of some concern. 

Local and State education agencies may wish to give 
serious consideration to a standard transmittal record 
form for use in transferring the most significant 
elements of student record information from one 
agency in a State to another. Such a form is illustrated 
in figure A-10 on page 160. The infomiation entered 
on the form is drawn from the stiKlent file. Ideally, the 
pt {or parent) receives a copy of the completed 
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fofm when withdrawing from a school; ha presents it 
when enrolling at his new school. 

The new school uses the transmittal record to 
determine initial placement of the student in his school 
work. Additional appropriate information may be 
requested from the previous school by use of a post 
card, such as the one shown in figure A-1 1 on page 
16t. This card may serve also to officially notify the 
previous school that the student has indeed enrolled in 
a new school. Information of a confidential nature 
concerning the student is sent only when it is believed 
to be in the best interests of the student to do so, and 
if approved by the student (if of age) or a parent. 

When information is transferred to a third party, 
this should be done only on the condition that this 
third party not permit any other party to have access 
to the information without the written consent of the 
student or parent, as appropriate. 

GUIDELINES FOR PROTECTING 
CONFIDENTIALITY OF RECORDS 
IN A COMPUTERIZED DATA BANK 

A ihird major step in safeguarding student records is 
through measures to limit access and protect the 
confidentiality of student data in a computerized data 
bank. 

When a school or school system uses automatic data 
processing, provision should be made for safeguarding 
information that could be traced to, or identified with, 
individual studenU. Safeguards include, initially, the 
careful design of questionnaires, inventories, interview 
schedules, and other data gathering instruments and 
procedures to limit the personal information to be 
acquired to that absolutely essential. Additional safe* 
guards include the encoding or enciphering of names, 
addresses, serial numbers, and of ^jata transferred to 
tapes, disks, and printouts. Secure, locked spaces and 
cabinets may be necessary for handling and storing 
documenU and files. Codes should always be kept in 
secure places, distinctly separate from encoded data. 
The shipment, delivery, and transfer of all data, 
printouts, and files between offices and institutions 
may require careful controls. Computer to computer 
transmission of data may be restricted or forbidden. 
Provision should also be made for the destruction of all 
edited, obsolete, or depleted data on punched cards, 
tapes, disks, and other records.^ 



ERIC 



• Th0 ImtitutionMl Guid§ to OHEW Policy on Prot§aion of 
HumM Sut/oets, Washinoton: U.S. Governmtnt Printing 
Office (OH EW Publication No. (NIH) 72-102), 



Computers with magnetic disk files usually have the 
capability of interrupting a program in operation and 
inquiring into a file from the computer console or from 
a terminal at a remote location. The computer can 
transmit information to the terminal, where it may be 
printed or displayed on a cathode ray tube. This 
permits interaction between the individual entering the 
data and the computer. Because the use of a terminal 
gives the user direct access to the computer memory 
and, in many cases, to the data base or data bank itself, 
it is necessary to develop safeguards to prevent 
unauthorized individuals from accessing confidential 
information and to guard against unwarranted modi* 
fication of file data. 

What are some of these security precautions? First, 
the use of the terminal should be restricted to 
authorized personnel. If possible, information requests 
should be forwarded to a member of the central office 
staff who is authorized to work with the data base, if 
the request is in order, this individual will look up the 
record and report the desired information to the 
requester. 

A second technique for safeguarding access to the 
data base is to require the inquirer to enter a password 
before the computer will allow interrogation of the 
data base. Knowledge of the passvvord is limited to 
authorized staff members, and the password is changed 
periodically to ensure confidentiality. 

Another procedure for protecting confidentiality 
involves the use of an information requisition, such as 
that illustrated infigure A-12 on page 161 and (tescribed 
on page 140. Such a form helps assure compliance with 
established safeguard procedures and serves later as a 
record identifying persons and organizations who 
request information, showing who authorized the 
release of data, and indicating what information was 
transmitted. 

DEVELOPMENT OF POLICY 
FOR STUDENT RECORDS 

Educators are seeking answers to a series of ques* 
t^Mfts about the large body of student data in informa- 
tion systems. Amor>g these questions are: 

• Must parents and students approve all data 
gathered into a student's record? 

• If they (parents and/or student) object to a specific 
item of information in the student's record, must it 
be removed? What procedures for appeal should be 
available to the parent or student? 

• May information gathered by the school for one 
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purpose (such as obtaining test scores for voca- 
tional counseling) also be used for another purpose 
(such as using the same scores on applications for 
college admission)? 

• Arc both attendance data and achievement test 
data "public record," and therefore to be made 
available to the general public upon request? If 
ma<te available, should this be only on a group 
(aggregate) basis, an individual basis, or both? 

• May a student sign a release for data about himsc'f 
even though he is not yet of legal age? 

Answers to such puzzling questions are polfcy matters 
at local and ?tate leveis, where extensive and careful 
deliveration must be given to management of personal 
data and to confidentiality. For agencies and institu- 
tions receiving Federal education funds, these matters 
are subject to Federal legal requirements. 

Fundamental to any discussion of confidentiality- 
and to policy development at loc«! or State levelc-are 
those rights of students that are defined by law* Ac- 
cordingly, educators are urged to consult an attorney 
as a way to become familiar with these statutes and 
common law precedents which may pertain to student 
records* For example, legislation may: 

• Reciuire, as does the Family Educational Rights 
and Privacy Act, policies to ensure confidentiality 
of student records, and to enuure parents' or 
students' rights to inspect and challenrj these 
records. 

• Require disclosure of records pursuant to legal 
process. 

• Protect confidential communications, 
a Define invasion of privacy. 

• Define what constitutes consent (e.g., for releasing 
a record) and who may give consent. 

• Define negligence. 

• Limit charitable and governmantal immunity; that 
is to say, in some instances educators may not be 
immune from prosecution fcr harm done to 
students resulting from negligence with respact to 
infringement on confidentiality or privacy. 

If effective action is to be taken in protecting or 
guaranteeing confidentiality, knowledge of the law is 
essential. All data handling procedures must be in 
compliance with the law. 

To assure that legal requiremenu are met, and that 
ethical and moral responsibilities are carried out 
appropr'atoly and effectively, education agencies and 
Institutions are advised and urged to establish written 



policies and guidelines for maintaining privacy and 
confidentiality of student records. Such policies and 
guideli»nes should state principles and proopdures for 
considerations such as: 

• Selecting appropriate information items for stu- 
dent records. 

• Carefully collectirig th«j» i:fc.'ns. 

•Using :;ampling techniques for rorearch or statisti- 
cal purposes rather than obtaining record data for 
all possibly relevant students or institutions. 

•Maintaining relevant, accurate, and confidential 
records. 

• Carefully screening persons who will handle conf i- 
dential information. 

• Restricting access to student records by school 
personnel. 

• Safeguarding data (or restricting access) while data 
arr- in the possession of any contracting organize^ 
tion. 

• Safeguarding individual student records being 
transferred to other schools or school systems. 
State education sgendes, arid elsewhere. 

• Safeguarding data tap*»s being transferred to other 
agencies. 

• Transferring personal information to an author- 
ized third party only on the condition that this 
third party not permit any other party to have 
access to the information without the written 
consent of the student or parents, as appropriate. 

• Concealing the identify of individuals or institu- 
tions desiring or entitled to confidentiality, 
through appropriate procedures for aggregating, 
encoding, and releasing sensitive data. 

• Destroying record data no longer needed. 

Major responsibility should be assigned for assuring 
the effective implementation of these procedures. This 
responsibility might rest with the board of education, 
or with a designated official or committee. 

And who is to be given authority for reviewing the 
effectiveness of procedures designed to safeguard 
student records? The board of education? School 
personnel? Students? Parents, or other members of the 
community? Or, what combination of these? 

Reflecting a related concern, the U.S. Department 
of Health, Education, and Welfare has issued a guide to 
help implement its policy for safeguarding the righu 
and welfare of human subjects involved in activities 
supported by grants or contracts from the Depart- 
nwnt.* This policy is concerned with persons who may 

•/d/</., p. 2. 



14 



STUDENT/PUPIL ACCOUNTING 



ERIC 



be considered "at risk'' when exposed to the possibility 
of harm -physical, psychological, sociological, or 
other-as may occur in a number of circumstances 
resulting from activities which go beyond the applica- 
tion of established and accepted methods for meeting 
the r^eeds of these persons. 

Principles stated in the DKEW Guide may be 
applied to help safeguard student records against 
improper use by the schools or against release of 
student information to individuals or organizations 
outside the schools without the informed consent of 
the student (if an adult) or his parent. The Guide may 
be interpreted as recommending that educational 
agencies and many individual institutions should estab* 
lish and maintain a committee competent to revSew 
policies, procedures, and activities involving student 
records. The membership of this review committee 
might include students and parents as well as eppropriato 
representatives of such groups as teachers, counselors, 
principals, the board of education, and the general 
public. This committee should be assigned responsibil- 
ity. for assuring that student data are collected, stored, 
accessed, used, and discarded in such a way that: 

• The rights and welfare of students are adequately 
protected. 

• The potential benefits to students resulting from 
any particular use of their records outweigh the 
potential risks* 

• Informed consent is obtained from students or 
parents, by adequate and ^^propriate methods, for 
including certain data in student records and using 
it (or releasing it) for specified purposes. 

Continuing constructive communteation should be 
maintained between the review committee and the 
board of education, school adminisuators, and those 
members of the school stgiff who handle student data* 
Further, appropriate and informative rea)rds should be 
maintained for the committee to use when it reviews 
policies arKi procedures, or when it examines documen- 
tation of informed consent or other documentation 
that may pertain to the collection, use, and reteese of 
student records* 

Ai: sctivities of this committee should be conducted 
with objectivity, and in such a manner as to ensure the 
exercise of independent judgment by members* Por 
example, any committee member should be excluded 
from decisionmaking about any policy, procedure, or 
use in which he has an active role or a conflict of 
interest. 

Overall, any educational agency or institution 
should periodically reassure itself through appropriate 

26 



administrative overview that the policies and pro- 
cedures designed for protecting the rights and welfare 
of its students are being ^plied effectively. 

CAUTIONS AGAINST EXCESSIVE 
RESTRICTIONS ON DATA USE 

Although the student and parents should be pro- 
tected from harmful or inappropriate use of student 
records, caution should be exercised so that data-use 
restriction: do not prevent beneficial and appropriate 
use of student data. Policies and procedures should, at 
the very least: 

• Provide for obtaining the minimum data required 
for local administrative needs and State-mandated 
reports* 

e Permit collection of data required for proper 
guidance of the student. 

• Provide for oral consultation between professional 
personnel about the student and his record* 

•Encourage schools to forward to other schools 
data necessary to the proper placement of students 
who transfer. In this regard. State and local 
^ucation agencies may find it desirable t.o reach 
agreement about data recommended to be in- 
cluded in transcripts so as to provide adequate 
information without violating confidentiality* 

• Permit appropriate assembling and reporting of 
statistical information for legitimate research, 
evaluation, and audit purposes, when Ictentifica- 
tion of individual students is protected. 

SUMMARY OF ISSUES 

The issues of student data management and confi- 
dentiality may be summarized by six broad policy 
statements of a committee of the Michigan Child 
Accounting and Attendance Association,*^ The first 
two statements focus on the issue of what data should 
be a part of tha studant racord: 

SI ATEMENT I 

information concerning students should be col- 
lected for the purpose of assisting school personnel 
in helping students with their academic, personal, 
social, and vocational decisions. 



^^Michigan Child Accounting and Attendance Association, 
Committao Raports, information Guida for tha Cofi&ction- 
^infrmnoa-Dlsumination of Studant Racordt. Pontiac, 
Mich.: Tha Association, 1972. The term "pupil" in the 
MCAAA ttatemtnu is shown here as "student"; the term 
"aciucetion agencies" raplacee the term "school districu/* 
Statement V has been edited slightly. 
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STATEMENT It 

Education agencies shoiild have writven policies 
concerning the collection, maintenance, use, and 
dissemination of student records. Parer^ts, students, 
and school personnel should be aware of tNse 
policies. 

it is intended (in the second statement) that provision 
should be made in local policies for parents or students 
to review "^udent data before these data arc placed in 
the record. Provisions should enable parents or 
students to object when they feel that such data are 
not correct or do not belong in the record.^ ^ 

Two statements are addressed to the issues of how 
data in the sWdant racord may ba raviawad, varifiad, 
and corractad: 

STATEMENT III 

Education agencies should have procedures to verify 
the accuracy of data in the student's pwmanent 
record and to destroy information no longer perti- 
nent or required by law. 

STATEMENT IV 

Education agencies should have policies and f>ro^ 
cedures which allow the parent or student the right 
to review, verify, and challenge the accuracy of the 
information in the student's permanent record. 
These policies should include procedures for appeal 
if a parent or student believes the record is in error 

Thus, parental and sxudent review of data main- 
tained in a student's file is provided for specifically 
after the data are placed in the record. 

The final two policy pronouncements deal with the 
issue of how accass to student data may be controlled: 

STATEMENT V 

No one other than authorized school personnel, 
parents, or students, on a need tc-know basis, 
should have access to a student's permanent record 
without either the written permission of the stuctent 
or his parents, or a subpoena. If such student is a 
minor, the parents or legal guardian must give 
permission for release of information contained in 
the student's permanent record.^ ^ 



If tha record is not modified to raspond fully to th* 
objaction, the obiaction ittalf should becoma a part of the 
record. 



STATEMENT VI 

Education agencies should include in their written 
policies, procedures that would provide for the 
control and use of the perntanent student record in 
educational research and school management. 

These six statements emphasize t!ie need for written 
policies at local and State levels to assure that student 
records are developed and used in the best interests of 
the students. In like manner, the use of student records 
also should serve the best interests of the school system 
or institutlwi. Recordkeeping activities, therefore, 
should be carried out in a spirit of mutuality, to the 
benefit of the institution (oi the general public 
welfare) as well as for the beneiit and welfare of the 
individual. Records should serve both. Neither should 
have complete and unilateral control of student 
records. 

State and local laws, regulations, policies, ^id needs 
for using and safeguarding student records do vary 
Spneady. For this reason, each school system or institu- 
tion must find its own manner for dealing most 
effectively with data management and confidentiality 
lijues, stating resultant policies and procedures in 
writing to assure clarity and uniformity of interpreta* 
tion. When such policies arui procedures ire published 
at appropriate intervals {e^i., annually), parents, stu- 
dents, school personnel, and others may become 
familiar with them, and help ^ply them and improve 
tfiem. 



This chapter has presented some considerations 
(including legal requirements for those receiving Fed- 
eral education funds) for managing student records and 
assuring their confidentiality. Student records are 
necessary if schools are to provide a most effective 
educational program. All data in thesi cords should 
be needed and accurate, used or transmitted to others 
only for appropriate purposes ir. the best interests of 
both student and school. 

The chapter which follows contains a classification 
of student data. Specific terms which might be 
oon?;^ered tor inclusion in particular student data 
systems are included in chapter IV. 
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**For adminittrativa convonienca. It may be dasirabte to 
obtain blanket authorizatiOfi from givaii $tud«ntt at the 
baginning of a school term for the ralaaia of particular portions 
of thair racordi for spacifiad purposes. For axampie. studantt 
might be given an opportunity to raqimt In advanca that 
information about atti^ndanct and courea nurks be tant on 
request to prospective ampioyars or to ipottiiacondary aduca- 
tkmal tnstitutiont nvhara the studant saaki to anroJL 



Chapter SEf 

CLASSfiFICATION OF INFORMATION ABOUT STUDENTS 



Categories of information for describing students 
and groups of students are included in this chapter. 
These categories are included in the handbook because 
they encompass data which can be useful to teachers 
and counselors in assisting studeiiU, and to educational 
administrators in operating their school systems and 
schools. Major items within the categories are pre- 
sented in a classification format to show the full scope 
of handbook items and the relationships of informa- 
tion categories and items to each other. 

The five-digit sequence in the listing represents a 
numerical indexing code for classifying student in- 
formation, as used in this handbook and as outlined in 
chapter I, pages 3 and 4. These five digits are intended 
for this purpose only and were not developed as codes 
to be used in computer processing. However, chapter 
IV contains additional detailed items having two digits 
foilowing the decimal points, and these two digits may 
be adapted or used in computer programing. 

Illustrative of the coding in this chapter is 
"1 05 02 Evidence Verifying Date of Birth." The first 
digit "1" refers to "Personal identification"; the first 
three digits "1 05" refer to "Birth and A&e Data"; the 
five digits "1 05 02" identify "Evidence Verifying 
Date of Birth." The detailed codes providing the 
multiple choice answers are found n chapter IV, e.g., 
".01" following the 1 05 02 refers to "Birth Certifi- 
cate." and ".02" to "Hospital Certificate/' 



The eight major classifications of student items in 
this manual, with the first digit code, are: 

1 Pe'^sonal Identification 

2 Family and Residence 

3 Physical, Health, Sensory, and Related Condi- 

tions 

4 Mental, Psychological, and Proficiency Test Re- 

suits and Related Student Characteristics 

5 Enrollment 
'S Performance 

7 Transportation 

L Special Assistance and Tuition 

The categories through the first three digits are shown 
in figure !b, page 4. The definitions in chapter IV are 
in the same sequence, and their corresponding page 
numbers are included in the listing which follows as a 
reference aid. 

As additional guidance to school administrators, the 
listing provided in this chapter identifies by the use of 
the symbol "X" those items which may be considered 
as basic to a student information system at different 
levels of instructional organization. These suggestions 
generally represent the minimum data needed to serve 
the student and to aid the school in curriculum 
development, instruction, student services activities, 
and administration. 
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PERSONAL IDENTIFICATION 
1 00 00 



Indudtdunctor thi« hMding »n lt»tm of intormatlon which may bi uud in ictentifying an individual ttudant. 











Organizational laval 








Oafinition 


Elamantary 


Connnunitv/ 










on 




junior 


Adult 




Codt 


Description 


page no. 


tacondarv 


coli0O9 


aducation 


1 


Ot 00 


NAfi^E 


29 








1 


01 01 




29 


X 


X 


X 


1 


01 02 




29 








1 


02 00 


STUDENT NUMBER 


30 


X 


X 


X 


1 


02 01 


SocM SKurliy Numim 


30 








1 


02 02 


Oth&r Studmt Number 


30 








1 


03 00 


sex- 


30 


X 


V 


y 


1 


04 00 


lUCtAL/ETHMIC GROUP 


30 


X 




y 


1 


06 00 


BIRTH AND AOE DATA 


31 








1 


06 01 


0§t& of Birth 


31 


X 


X 




1 


06 02 




31 


X 






1 


06 03 


Ag» Group ofStudtat (In Adult eduction} 


32 






X 


1 


06 04 


Pl»^ of Birth 


32 


X 






1 


06 00 


MNOR/AOULT STATUS 


32 


X 






1 


07 00 


FAMILV RESPONStBILITY 


33 








1 


07 01 




33 




X 


X 


1 


07 02 


Number of Dependants 


33 


• • p 






1 


08 00 


aTlZENSHIP STATUS 


33 








1 


09 00 


LANGUAGE CONSIDERATIONS 


33 








1 


09 01 


Fluency witft Fngllth (Somdard Amarkan) 


34 


X 


X 


X 


1 


09 02 


Other Ltnffuogti end/or Dlahcu in wtile/i 














Fluent 


34 








1 


09 03 


Language and/or Dialect Predominant In the 














Home 


34 








1 


11 00 


VETERAN BENEFIT STATUS 


34 


X 


X 


X 
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FAMIL Y AND RESIDENCE 
2 00 00 

Information undir this heading concerns membert of tl>o student's femily and their residence. 



Code 



Description 



2 10 00 PARENTS 

2 11 00 IMeRirent 

2 11 01 NMm€ of m^h HfMt 

2 11 03 R*ktion$hip lo Stmknt 

2 1 1 04 Living/DHmBstd 

2 11 06 BducMtfon of Msle Pitrmnt 

2 1 1 06 Oeci^tion of MLiht FarMt 

2 11 10 Bmphym^nt of MBh ^tr§m 

2 11 11 Nature of Employment 

2 1112 Employer of Male Pyent 

2 11 13 OccupetiOTeJ Status 

2 12 00 Female Pkrent 

2 12 01 A/eoie of Feme/e Psrent 

2 12 02 IkfMkien timrn 

2 12 03 R^fMtfonship to Student 

2 12 04 Uying/D0G^md 

2 12 05 EducMtiOfi of Fmmfe f^rMt 

2 12 06 Occupation of Ffrmie Piarent 

2 12 10 ^fTtphymmt of Fmmfo Parent 

2 12 11 Nature of Employment 

2 12 12 Employer of Female Parent 

2 12 13 Occupational Status 

2 13 00 Spoffwor (for overseee dependent achools of the 

U^Oepartment of Defense) 

2 20 00 RESPONSIBLE ADULT OF DOMICILE (if not 

the student or e parent) 

2 20 01 f^sme of RsMponsibh Adutt 

2 20 02 kisHien Nemo (if eppropriete) 

2 20 03 Reietionship to Student 

2 30 00 BROTHERS AND SISTERS LIVING IN THE 

HOUSEHOLD 

2 30 01 Neme$ 

2 30 02 ReMonship to Student 

2 30 03 Detes of Birth 

2 30 04 Nmmes of Schook Attended 

2 30 OS Student Numten 

2 40 CO FAMILY ECONOMIC INFORMATION 

2 40 01 Pentiiy Seif^Susteining 

2 40 02 On Welfare 

2 40 09 Other Femily Economic tnformetlon 

2 50 00 FAMILY SOCIAL/CULTURAL INFORMATION . 

2 60 00 RESfr>ENCE DATA 

2 60 10 ReskMnce of Student 

2 60 11 Addrete 

2 60 12 Telephone Nun^r 

2 60 20 Retidenoe of Mele Parent, If different 

2 60 21 Addreu 

2 60 22 Telephone Number 

2 60 30 Rjtldenoe of Female Parent, if different 

2 60 31 Addreu 



Definition 

on 
page no. 



35 
36 
% 
36 
35 
35 
35 
37 
37 
37 
37 
38 
38 
38 
38 
38 
38 
38 
38 
38 
38 
39 

39 

.39 
39 
39 
39 

39 
39 
39 
40 

40 

40 

40 

40 

40 

40 

41 

41 

41 

41 

41 

41 

41 

41 

42 

42 



Orgwila^tton level 



Elementery 

and 
secondary 



30 



X 
X 



Community/ 
junior 
colleoa 



X 
X 



X 
X 

X 
X 



X 
X 



Adult 
education 



X 
X 
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FAMIL Y AND RESIDBNCE'-Continued 









Oroanizationtl level 








Elementary 


Community/ 




Codt 




on 


end 


junior 


Adult 


Dttscnption 




tecondery 


coSlege 


educetion 


2 60 32 


70hphoM Number 


42 


X 






2 60 40 


RtiiilMHrv&snwof StiKtont 


42 








2 60 41 


AdminismU¥9 Unit Location 


42 


X 


X 


X 


2 60 42 


Rouon for Attending School OuUido Usuai 












Att9n{i0nc9 Ar9§ 


42 








2 60 50 




42 








2 60 60 


RaiidM)6» Block Mumbtr 


42 








2 60 70 


Othmf a^ogm^i^ Arm 


43 








2 60 80 


StiMtent Houiino 


43 








2 60 81 




43 
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3 00 00 

lnf«m«ion undwthl* t«adir« concern* wtowaipectt of the student's physical devetopment; i^nwry, physical and 
reUtad cond.t«,ns; madid history; physical examinations; ^ferrals; physical ImpaimHmts; and emarflency informaiion. 



Code 



Osscription 



3 01 OO 
3 10 00 
3 11 00 
3 12 00 
3 13 00 
13 01 
13 02 
13 03 
13 04 
13 05 
13 06 
13 07 
13 08 
19 00 



3 20 00 



3 
3 
3 
3 
3 
3 
3 
3 
3 
b 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 



21 
21 
21 
21 
21 
21 



00 
01 
02 
03 
04 
06 



22 00 
22 01 
22 02 
22 03 
22 04 
22 OS 
22 06 
22 0/ 

22 08 

23 00 
23 01 
23 02 

23 03 

24 00 
26 00 

26 00 

27 00 

28 00 

29 00 



STUDENT MEDICAL RECORD NUMBER . 
HISTORY OF PHYSICAL DEVELOPMENT 



30 00 

31 00 



3 32 00 



Oral Hcthh 

Numim^ofTmth 

Numbat of Parnmn^nt Ttmtb Lost 

Numb^ of T9sth D9CMydd 

Numb^of Tmh Rmtored 

Occlusion 

Gingi¥Bl (Gum) Condition 

Condition of Ofi Soft Tissues 

Omttmi f*rosthmic Appliencas 

Oth«r Significam AspMt of Physical 

D a¥ aiopi mn t 

SEWSORY.PHYSJCAl, AND RELATED 

CDMOITIONS 

VliUon 

Vision T0St 

Uncorreetod Vi^^on 

Correcti^s Gfsssu or Llfns^s RequirBd . . . 

CorrM^d Vision 

Visu9i lntf>9irnmnt 

Haaring , 

Screening Test (Heering) 

f^re Tone Audiometric Test 

Speech Discrimination Test (Uneided) 

Speech Discrimination Test (Aided} .... 

Other Audiometric Tests 

0¥ereU Bmfuetion of Heering 

Auditory Hendicep 

Age et Onset of Heering impeirment 

S paach and LanQMaga 

Speech endhr Lenguege Test 

Overeii Byeluetion of Speech end Lenguege 

Communicetion Distorder 

Ofthopadk CondhkMi 

Namrobgteal CofMtttiM 

Cesdkc Condition 

Othar Pttyikal CondHton 

PHytieal and/or Haahh Ktondkap 

Physical Anomalias and Cosmatic Condhioni 

of Potantial Emotional Signiflcanca 

MEDICAL HISTORY 

Diaaasas. Illnaaaas. and Othar Tamporary 

Conditions 

immunizationa 



ERIC 



Definition 

on 
page no. 



44 
44 
44 
44 
44 
44 
45 
45 
45 
45 
45 
45 
46 

46 

46 

46 

46 

46 

47 

47 

47 

47 

48 

48 

48 

48 

48 

48 

49 

49 

49 

49 

49 

SO 

51 

51 

51 

51 

51 

52 
52 

52 
52 



Oroanization laval 



Elamantary 
and 

saoondary 



X 
X 



Conmiunity 
junior 
coMaoa 



X 



X 



Adult 
aducation 



STUDENT/PUPIL ACCOUNTING 



PHYSICAL, HEALTH. SENSORY. AND RELATED CONDITIONS-ContSnusd 









Oroanizational LmI 






Definition 


Ei^nneniarY 


Community/ 








on 




junior 


Adult 




0«icription 




•toondtry 


ootiagt 


•ducation 


o Jo 00 
















54 


X 


X 




O 33 Oi 




54 


... 


. • • 




*l oo no 




56 








«a HA 
O UU 


I^^H fi- M ti J — - - — l^kXaAMX^^B 


55 


X 


X 




O 09 




55 


X 


X 




O OQ UU 




55 


... 






Q7 Oft 
o 0# UM 




55 








o 07 01 




55 


X 


X 




*a 07 00 

0 «7/ U^ 


AIaaW tfmcittf-m 


56 


— 






1 17 (V\ 


nffSuttS Or %/wfWr mmCMi LMOOtBtOfy 














56 


... 


... 




0 UO 




56 




... 




0 ^A AA 
0 W UU 


REFERRALS FOR PHYSICAL, HEALTH* SEN* 












C^\n\/ A All^ BCl AVCM AAfttfl^k VitfHftfeA 


56 








*J ^A A* 
0 ^U Uk 




56 


X 


X 




*1 ilA A<5 
0 *rU Ua 




56' 


X 


X 




1 ^A iVl 
0 HU U«J 




56 


X 


X 




0 4U Uh 




56 


X 


X 




*2 >IA AC 

3 40 00 




57 


X 


X . 




Q ^A AA 

J hU UO 




57 


X 


X 




3 DO 00 


nU%#9ltf^AI A feaa Al A Vl#%AM* 


57 








*5 CA A4 

3 OO 01 


TVp* of PhysJcai Exsmintition 


57 


... 


... 




4 cm A^ 
3 50 02 


Exsmin^t 


57 


X 


X 




0 CA AO 

3 bO 03 


ExMininstton fi9$uft9 


58 


X 


X 




^ ^A AA 

3 60 00 


PHYSICAL HEALTH, AND SENSORY 














58 








Q OA Al 
J OO Ol 




58 


X 


X 




0 fiA AA 

3 60 02 




58 


X 


X 




A HA A/\ 

3 70 00 


LIMITATIONS ON SCHOOL ACTIVITIES 


58 








3 70 01 


tdMiura of Limitation 


58 


X 


X 




A T A AA 

3 70 02 




59 


X 


X 




A HA AO 

3 70 03 




56 


X 


X 




1 ^A OA 

0 /u u*» 




59 








3 80 00 


EMERGENCY INFORMATION 


59 








3 80 01 


i^rson ($) to b0 Notified in Gm of Enmg^ncy . . 


69 


X 


X 


X 


3 80 02 




59 


X 


X 


X 


3 80 03 


Physician 


60 


X 


X 


X 


3 80 04 


Hospital Pr§f§r0nc0 


60 








3 80 05 


£kfnti$t 


60 








3 80 06 


insurance Coy^rsga 


60 








3 80 07 




60 








3 80 09 


Other Specific tnformstion end instructions .... 


61 


X 


X 


X 



33 

4 . 



CLASSIFICATION OF INFORMATION 



MENTAL. PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS 
AND RELATED STUDENT CHARACTERISTICS 



4 00 CX) 

Inforimtionrftcorctedundtr thii hiding involves th« itudant's rmnW, •motional, and behavioral charactaristics, as 
indicatad by tha rotults of standardized teiu and inventories and by the f indingi of psychologlcai appraisals. 



CkKia 



Description 



4 10 00 WENTAU PSYCHOLOGICAL, AND PRa 

FICIENCY TESTS AND INVENTORIES 

4 11 00 Teet Identlfloitioo 

4 11 01 Typ^ofTM 

4 1 1 02 /W/ne of Test 

4 1 1 03 PuMtfmr ofttm Tm 

4 1 1 04 Copyright Da(» of Tm 

4 11 05 L0¥miofTmt 

4 1 1 06 Form of TM 

4 12 00 Formof Teit Admlniesration 

4 12 01 Group/fndi¥i€kMf T0st 

4 12 02 WnttM/Or^l/Mormmm T0$t 

4 12 03 UnguMg^ in Which is mmn 

or Gi¥fi (if not Engiiih) 

4 1 2 04 DBf Tmt m$ Administmd 

4 12 06 Location of Te$t 

4 1 2 06 /Urme Mnd Tit/0 of F0f$on AdminiMring Tm 

4 13 00 TMtScsoriii9 

4 13 01 T0$t f^0sufts 

4 13 02 R0ng0 of Scor0$ 

4 13 03 Norm Group 

4 13 04 Typ0ofScor0 Reporting 

4 20 00 REFERRALS FOR8CHOOLWORKOR FOR INTEL- 
LECTUAL SOaAL OR EMOTIONAL REASONS 

4 20 01 f^son or Agency M9king R^f^rrai 

4 20 02 f^rson or Agency to Whoifi R^forrnl 

4 20 03 C8U90 of Rwftr^l 

4 20 04 Pwpo90M ofR0fm9i 

4 20 R»f0frsi Comphfd 

4 20 06 R§portfrom R0f9rrai fiwrson or Agti/tcy .... 
4 30 00 SPECIAL MENTAL AND PSYCHOLOGICAL 

CHARACTERISTICS 

4 30 01 6ift0d0nd T0/0nt0d 

4 30 02 Und0r0Chi0¥0r$ 

4 30 03 SiowL00rn0r$ 1 ..... . 

4 30 04 khntaiiy R0t0rd0(/ 

4 30 05 S0riou$iy Bmotiormiiy Disturi}0d 

4 30 06 Socialiy khfMdjuMd 

4 30 07 Chiidr0n with Sp0cific L90rning 

Di£aMiti0$ 

4 30 09 Oth0r B0h0wiorMi wd PsychohgicMl 

Ch0rQCt0ristict 

4 40 00 MOST EFFECTIVE STYLES OF LEARNING . . 



OrQanizational Laval 



)efinition 


Elanwnury 


Community/ 




on 


and 


junior 


Adult 


paae no. 


Mcondary 


colleoe 


education 


61 






. * . 


61 








61 


V 


X 




63 


X 


X 




63 


X 


X 


... 


63 


X 


X 


... 


63 


X 


X 


. . * 


63 


X 


X 


... 


64 






... 


64 


X 


X 




OH 






... 


64 


• • • 


... 




64 


X 


X 




64 


- » • 






64 


.... 






64 








64 


X 


X 


... 


DO 








65 


... 


... 


— 










66 








66 


X 


X 




66 


X 


X 




65 


X 


X 




65 


X 


X 




66 


X 


X 




66 


X 


X 




66 








66 


X 






67 








67 








67 


X 






67 


X 






67 


X 






67 


X 






68 


X 






68 









34 



24 



STUDENT/PUPIL ACCOUNTING 



ENROLLMENT 
5 00 00 

Enrollmtnt ii • broad (attaory wihlch indudn cMtta about tha ttudant't antranc* into tha iJtuation in which h« will 
r«»iva instruction (t-g.. tchool.ciau. and instruction by oorrNpondtnoa). about hit mafrtiafihip (including attandanca. 
abtanca. urdinaw. and aariy dapartura). and about hit withdrawval (i^wludlng oomptation of work, trantfar, dropout, 
and daath). Soma Stata law* raquira tha malntananca of this data not cnlv for ituda.ita actually anrollad in a public 
Khooi, but for ttudantt in nonpublic tchoolt u wall. 









Organlsatlond \am\ 






Dtfinltlon 


Eltmentary 


Community/ 




Codt 




on 


«nd 


junior 


Adult 


Daso'iption 


pigt no. 


•tooncUry 


collagt 


aducatlon 


5 10 00 


ENTRANCE (ADMISSION) 


69 








5 11 00 


Ott« of Entry or AdmWoii 


69 








5 11 01 


D§t9 of entry 


68 


V 




X 


5 11 02 


Sktm of Admi$ilM 


68 




A 




5 12 00 




68 


V 

J\ 


X 


X 


5 13 00 


AdnHMkHi tetut (Communlty/Juitlor 












OM^) 


72 




X 




5 14 00 




73 






... 


5 15 00 


School or OtfMT IndHution PttvkHitty 














73 








5 15 01 


H$m9§adAtkkmu of Schooler limitation From 












michR9Coi¥§d 


73 




V 
A 




5 15 02 


Nwm snd Addrnt of Otfmr Inttitutiom Pr9¥iou$fy 














73 


... 




. . • 


5 15 03 


Typo of School From Wtich Incoming $tyd§nt 














73 




... 




5 16 00 


Eduostioml LjmI Prtviouilv Cocnpktwi 














73 


... 




X 


5 17 00 




73 


. * . 


... 


. . • 


6 17 01 


N9m0 of School snd School Systom 


73 








5 17 02 


School and System Number or Coda (if any) .... 


74 








S 17 03 


School Addft:$ 


74 








5 18 00 




74 








5 18 01 


Nanm of Second School and School Syatam .... 


74 


X 


X 




5 18 02 


Numbar or Coda of Sacond School and Syatom 












(if any) 


74 








5 18 03 


Addra$$ of Sacond School 


74 








5 19 00 


Typ* of School or InttHution Entortd 


74 








5 19 01 




74 








5 19 02 


eiamantory, Uiddia, and Secondary Schools .... 


76 








5 19 03 


Community /Junior Collaga 


76 








5 19 04 


Adult School or Other Arrangement for 












Adult/Continuing Educetion 


77 








5 21 00 


Orvdt Entorod or Yw in Seliool 


77 


X 


X 




5 22 00 




77 


X 


X 


X 


6 23 00 


Tviit of Pirogram Enttrad (Community /Junior 












CoUoetor AduH/Contlmiine Eduottlon) 


78 




X 


X 


5 24 00 


Typt of Omi (or Imlructlonol Grouping) 


79 


X 


X 




5 25 00 


Crindpil Mtdlum of Inftruetlon 


79 








5 26 00 


Full-Timt/FMt-rtm* 8t»tui 


79 


X 


X 




6 27 00 


Oty/EvMing Status (Community /Junior 














80 




X 
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CLASSIFICATION OF INFORiMU\TION 
ENROLLM£Nr-Cantinuad 



26 



Cod* 



O«icriptton 



5 28 00 SfMMl Program Modification 

5 28 01 Progfm ModfffCMtion for R^/igious Bmsom 

5 28 02 Program i^Jftcstion for Physiui Rusons 

6 28 03 Program Modification for Othmr Rmsont 
B 28 04 SfmciMi Ruourc0 Roquirmenu 

S 31 00 CourM or CtMt Anigrmtnt 

S 31 01 Courf/ClMa/ActMty \ 

5 31 02 $t9ffkhmb0r f^nw 

5 31 03 Room Numb^ 

5 31 04 f^iod Number 

5 31 05 LMnguMge of instruction ... 

5 32 00 CounM4or 

S 33 00 HonMroom TMdMr 

5 40 00 MEMBERSHIP AND ATTENDANCE 

5 41 00 MMnbmHIp InformstkMi 

5 41 01 NumterofDeysofkhmbersiiip 

5 41 02 /^centege of Tim& in khmimrsitip (for m 

indi^idusi) 

5 42 00 Att«f)dano» Infcrmation 

5 42 01 NumberofDi^^sofAttendMce 

5 42 02 Number of Drys of AbiMnce 

5 4? 03 Remn for/^nce 

5 42 04 i^^ferrwfs SictHJse of Absence 

5 42 05 Numoc, cf Times Terdy 

5 42 06 Number of Beriy Depertures 

6 42 07 Releesed Time 

5 42 08 f^rcentege of Time in Attendence (for en 

individaei) 

WITHDRAWAL 

Trsiiifar 

Type of Trensfer 

Schooi or System to Whicb tite Student Transfers 

Gomplation of SchooUMck 

Ditcomimiono* of School (Dropping Out) 

Compuisory Attendence Stetus et Time of Dis- 
continuing Schooi 

Reeson for Discontinuing Schooi 

Residence After Discontinuing Schoois 

Source of Discondnuence informetion 

OMth 

CeuseofDeeth 

Source of Deeth Informetion 

NONENTAANCE INFORMATION 

Reeson for not Entering Locei Public 

Bhmentery or Secondery Schooi 

5 60 02 Source of Nonentrence informetion 



50 00 

51 00 



5 
5 
5 
5 
5 
5 

5 53 01 



51 
51 



01 
02 



52 00 

53 00 



63 02 
53 03 

53 04 

54 00 
54 01 
54 02 
60 00 
60 01 



Definition 

on 
ptQ« no. 



80 
80 

80 

m 

SC 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 
81 

82 
82 
82 
83 
83 
83 
84 
84 
84 

84 
84 
84 
86 
86 
85 
86 

86 
86 
88 
88 
8d 
89 



Organizational level 



ElannenUirv 

end 
teconderv 



90 



X 
X 
X 
X 



X 
X 



X 
X 
X 



X 
X 



Community/ 
junior 
coMoge 



X 



X 
X 
X 



Adult 
education 



X 
X 
X 
X 



36 



STUDENT/PUPIL ACCOUNTING 



PERFORMANCE 
6 00 00 



Information recorcted untter this hoading conctm* Mpscti of th« ttudcnt'i activitit* and acGomplishnMnts, indudino 
thow w»hich an a part of tha lehooi proflram. thoM which art eortductad outtida tha Khool. and th«a wwhich ara un- 
dartakan aftar ha laavai tha school. 









OrosniutioMi l«vtl 






Oafinition 




woffftnu n iiy / 




Cod* 




on 




junior 


Aduit 


Description 


page no. 


18 CO no ry 


ooKiQa 


OQUOBllOn 


3 10 00 


SCHOOL PERFORMANCE 


91 








6 11 00 


Program of StudiM 


91 








6 11 01 


7yp0 of Frogrmm of Stud09i 


91 




V 

A 




6 It 02 


Typ0 of Oceyfmtion9i Ftognm of Studks 


91 




A 


X 


6 11 03 


7Vp» of RmmMng Ptvgrwm 


91 




V 
A 


X 


6 11 04 


Arm of Sp9cMi20tkM 


91 




A 


X 


6 12 00 


CouTM inlormttion 


92 








6 12 01 


Su'^kct^MMttmrArmOfD^p^nnmit 


93 




\# 
A 


X 


6 12 02 


Course Codf 


93 




A 


X 


6 12 03 


D^9cripti¥0 Courm Tit(0 


93 


V 

4K 


A 


X 


6 12 04 




93 


V * 


A 




6 12 05 


Sp^l StudMt Group for Which Courm is 












O&iignmd ' 


93 








6 12 06 


Pirindp^i Mntium of instruction 


93 






■ • • 


6 12 01 


Course Tims Bistmnts 


93 








6 13 00 


Mirk or Report for Student ^ormAVMSt 


94 


v 
A 


X 


X 


6 14 00 


CTMlttB (Units of ValMt) 


94 








6 14 01 


Crniiu Trsnsferrsd in 


94 


X 


X 


X 


6 14 02 


Crsiiits Attsmptsd (Givsn Schooi Ttrm) 


94 


V * 

A 




... 


6 14 03 


Cumuistiys Owdits Att9mpts<i 


94 


A 






6 14 04 


Cr^diu R^csivod: Sehooi Yssr 


94 


A 


V 
A 


V 
A 


6 14 05 


Credits Rsosi¥wd: Cunmi»ti¥9 


94 


A 


y 
A 


V 
A 


6 15 00 


MMrleVM«MI 


94 








6 15 01 


^rif Points frsnsfsrrsd in 


95 


A 


Y 
A 


A 


6 15 02 


Msrfc f\>ints R0csi^ (Gi¥sn Reporting 












^iod) 


95 


X* 


X 


X 


6 15 03 


Cumuisti^s lyhri: faints 


95 


X* 


X 


X 






95 








6 16 01 


Mark-Point A¥0r«g9 (Glvn Schooi Tam} 


95 


X* 


X 


X 


6 16 02 


CumuiMtiv* MMcPoint Atmtg* 


95 


X* 


X 


X 


6 16 03 


Sii» of Comfiiation Croup 


95 


X* 


X 


X 


6 16 04 


Rank in Comphtlon Oroup 


95 


X* 






6 17 00 


GoctMTiculaff Aethrity InformMion 


95 








6 17 01 


DtMcripti¥0 Aetivlty TitI* 


96 








6 17 02 


Activity Honon 


96 








6 18 00 


Pirograai Information 


96 








6 18 01 


Typt of Promotion 


96 


X 


X 




6 18 02 


fttaon for Nonpromotlon 


96 


X 


X 




6 21 00 


Racogfihion for Complatton 


96 








6 21 01 


Rwoognition for Graduation or Conflation of 












Program of Studiot 


97 


X* 


X 


X 


6 21 02 


ftaeognition for Contptation of Salt-confinad 












Clau, Couraa, or Cocurriculuar Activity 


97 


X* 


X 


X 


6 22 00 




97 








6 23 00 


Tranaoript Raquatts 


98 









Sttcondary School 



37 



CLASSIFICATION OF INFORMATION 



PEf1F0RMANC£-Continu9ti 









Oroa^izitional L«vtl 






Dtfinition 


EUimantarY 


Coitrdiinity/ 








on 


and 


junior 


Adult 


□••cription 




•aoondtry 


oollaga 


adiication 




WJf^K>wtWil» rcrf ruRMANve 


98 




• • • 








98 
99 








6 31 01 






• • • 






ffifijrv vM«fim# VWPm 


99 




• • • 




6 31 03 


<h»f f<^MWjrrfivri( rwFfTMW ffl»0f^mVffO#l 


99 




• • • 




6 31 04 




99 




• • • 




6 32 00 




99 




• • • 




6 32 01 




99 




• • • 




6 32 02 


fiOitMChooi Actiyitu Maaat* 


99 




• • • 




6 33 00 


Mnnirhnini Adhritv f n^^^rt ■ 


99 




... 




6 40 00 




99 




... 




6 41 00 


POAfiftQlMMil intMrifi ■ml PtttM* 


99 




... 




6 41 01 














100 








6 41 02 


Bxm^tof £dkK9tion PiMnntI 


101 








6 41 03 




101 








e 42 00 


POMaehool Eduortioci and Trskilno Infonrntion . . . 


101 








6 42 01 


7)fp0of^att$ehoQiEdtK»thnarTfining 


101 








6 42 02 


ln$titutlOi$M kt mieh EnrolM 


102 








6 42 03 


Honors snd Rmcognitiont Awt€M 


102 








6 43 00 


^ottachool Ooeupttiofi and Employmatit 












102 








6 43 01 


£mpfoy0r 


102 








6 43 02 


7yp# of mrk P^ormod 


102 








6 43 03 


MilitBry S^rvicm Bxporf&ncm 


102 








6 44 00 


Othir Potfchool Activhict 


102 









38 



28 



STUDENT/PUPIL ACCOUNTING 



TRANSPORTATION 
7 00 00 

Informition racorcM under thii *^ui\nq conc«rn< th« tr.nsporution of .tudwK. Thi* Information it colttcttd pri- 
•wrilV for tte UM of local tcfioci •dminittratori and adminiitratori of Stata programs of traniportatiort. It should ba 
•«a.ntain«d to wvhatavar limits such racordktapirMi is raquir«i by law or ragulation or foraffactivt oparation of trans- 
portation programs. 



Coda 


7 


01 


00 


7 


02 


ou 


7 


03 


00 


7 


04 


00 


7 


04 


01 


7 


04 


02 


7 


06 


00 


7 


06 


00 


7 


07 


00 


7 


08 


00 


7 


09 


00 


7 


11 


00 


7 


12 


00 



Dascription 

TRANSPORTATION STATUS OF STUDENT 

DISTANCE FROM HOME TO SCHOOL 

ELEQiaiLITV OF STUDENT FOR TRANS- 

fORTATlON AT PUBLIC EXPENSE ... 

VEHICLE ON WHICH TRANSPORTED 

hiblielY OvmH Vthlcit 

Pflvmt9iY Owned Vthiclt 

DISTANCE TRANSPORTED 

LENGTH OF TIME TRANSPORTED 

QUALIFICATION FOR STATE TRANS- 

PORTATIONAID 

SCHOOLBUS NUMBER 

SCHOOLBUS ROUTE NUMBER 

SCHOOLBUS RUN NUMBER 

BUS STOP IDENTIFICATION 



Oreanization itvtl 



Offinition 


Eltrntnttry 


Community/ 




on 


•nd 


junior 


Adult 


p«0« no. 


Mcondtry 


coll«ot 


•duoation 


t03 


X 






103 


X 






t03 


X 






104 








104 








104 








104 








104 








106 


X 






106 


X 






106 


X 






106 








106 


X 







ERIC 



SPECIAL ASSISTANCE AND TUITION 
8 00 00 

Information r«cord«J under this heading ii administrative in nature and concerns situations in which receipt of 
money or other auistanc* by the sd:ool. the school district, the student, or his family is based upon the character- 
istics or status of the individual student or his family. Included is information cortcerning .ligibility and participation 
in programs lor which money is granted by the State and/or ^^aderel Government. Such information should be main- ' 
tamed to whatever limits such recordkeeping is required by law or ragulation. 



Code 


8 


01 


00 


8 


01 


01 


8 


01 


02 


8 


02 


00 


8 


03 


00 


8 


04 


00 


8 


06 


00 


8 


06 


00 


8 


06 


01 


8 


06 


02 


8 


06 


03 


8 


06 


04 



Description 

STUDENTS WITH SPECIAL CHARAC- 
TERISTICS 

Sp§eM Conditions 

Multipl* ConHltiont 

FEDERAL EDUCATIONAL PROGRAM 

EUGIBILITY 

STATE EDUCATIONAL PROGRAM 

ELIGIBILITY 

OTHER SPECIAL EDUCATIONAL 

PROGRAM ELtQIBlLITY 

WELFARE ELIGIBILITY 

TUITION AND FEE INFORMATION 

Tuition Rmfuinrntnt 

Tuition St0tut 

Tuition Ptid By 

FmtPtktBv . 
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Chapter fV 

DERNinONS OF ITEMS OF 8NF0RMAT10N 
ABOUT STUDENTS 



The use of commonly uncterstood terminology is 
essential for efficient communication and reporting 
about students. The use of common data items also is a 
foundation for valid statistics and meaningful research. 
It can contribute substantiaHy toward improving learn- 
ing. The items of student information most needed for 
these purposes are listed and defined in this chapter. 
Thus, this is the most important chapter of the 
handbook. 

The listing of information items in this chapter is 
comprehensive, but not exhaustive. Some possible 
items of information have not been included because 
they do not meet the criteria specified on page 2. 
Other items have been described in their bro^ 
categories oniy, with reference given to other sources 
wfiere nrwre detailed breakouts are available, (n some 
instances where detailed listings and definitions of 
items are included in other handbooks of the State 
Educational Records and Reports Series, reference is 
made to those han dbooks. ' 



No defintion is included twice in this chapter. If a 
term app^^ars more than once, reference for definition 
is given to where ^ term first appears. 

The coding in this chapter is essentially identical 
with the coding in chapter iil, and is utilized primarily 
as a means of orderly classification. However, chapter 
HI is limited to categories of items of information 
through their first 5 digiu, whereas chapter IV, in 
addition to incorporating definitions, includes multiple 
choice responses to many of these categories. 
Categories m^v be further subdivided as required for 
specific records and reports, but they should not be 
combined in basic records. 

The listing of items of information is quite extensive 
and should be reviewed by State and local school 
personnel in relation to their own needs and in 
accordance with local and State laws and regulations 
regarding educational reporting and confidentiality of 
student information. The subject of data selection and 
confidentiality is covered more fully in chapter II. 



PERSONAL IDENTIFICATION 
1 00 OO 

Included under this heading are items of information which may be used in identifying an individual student. 
1 01 00 NAME 

The legal name and any other name by which a person is known or may have been known. 
1 01 01 Legal Name 

The full legal name of a person including last name, first name, and middle name, and any 
appendage such as Jr. or III. ^ 

1 01 02 Any Other Name 

Any name, other than the legal name, by which a person is known or may have been known 
including the maiden name of a married female, or the traditional tribal or clan name of an 
American Indian. In Samoa, the Matai name should be recorded here. 



• CompJete public^ition informgtlon for these handbooks it included on pa0« 111. 
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STUDENT/PUPIL ACCOUNTING 



1 PERSONAL ID£NTIFICATION-Continu9d 
1 02 00 STUDENT NUMBER 

The number assigned to the student for identification and recordlteeping pu-poses. Normallv onlv 
one number need be used for identification. •^ornumy oniy 

1 02 01 Social Sacurity Number 

The Number assigned to s person by the Social Security Administration. 
1 02 02 Other StudMt Number 

A number assigned to a student by the school or school system, or used for identification and 
recordkeeping purposes (other than social security r.dmber), e.g.. a serial identification number, 
birth certificate number, or universal birth number. 

1 03 00.00 SEX 

A person's sex: male or female. 

.01 M^-A man or boy. 
.02 EsiDaie-fi< woman or girl. 

1 04 00.00 RACIAL/ETHNIC GROUP 

A person's generai racial or ethnic heritage. The following categories are based on and generally 
c»mpatihle with those expe<ned to be used in the near furture by the DHEW Office fo. Civil Rights 
(OCRMas of December 1974).^ When this information is to be included in the records of individual 
students, each student (or the student's parents) should have the right sod opportunity to select the 
appropriate category. fw, u uy lo wioci me 

*nifZ reports to OCR (as anticipated in December 1974). the five categories which 

follow should be considered as mutually exclusive. The Hispanic category should be given priority- if 
a person is Hispanic, the Hispanic category onfy should be applied. 

Where separate "racial" breakoutt are desired, the one most appropriate cateffsry of the f im four 
should be applied to each student. In addition, the Hispanic category a/so should be applied, where 
appropriate, maicing possible totals ior both Hispanic and major racial groups. Similarly, wtiere 
required for State or local purposes, any other ethnic or national group-^ch as Appalachian 
mountaineers. Greeks, or persons from the Indian subcontinent-may be identified through the use 
of a separate category. " 

If local or ?tate needs require the subdivision of an entire category, compatfbJe codes may be 
added for specifn: subgroups. In the case of American Indians, for example, tribal affiliations may be 
desired in certain States, in which case the use of codes .1 1 to .18 is sugge^, with .19 for "Other " 
In Alaska, separate designations (also subdivisions of code .10) may be used for American Indians, 
Eskimos, and Aleuts. It may be Jesirable for some agencies to separately identify Puerto Ricans 
Mexican-Americans (Chicanos), Cubans, and persons of other Hispanic backgrounds as subgroups in 
the same manner under code .50, Hispanic. '»»v»up*in 

t^^'^^J"^''*! °' ^^^^ ^^tf^ -^ person having origins in any of the original peoples of the 
Western Hemisphere. - r— f 

Asian (Oriental} or Pacific Islandar -fK person having origins in any of the original peoples of the 
Far East, SouthMSt Asia, or the Pacific Islands. This includes, for example, Burma. China. 
Mongolia. Japan, Korea, the Philippine Islands, and Samoa . ' 



.20 



*Mth« time thii h«idbook wm print«J, aarMrmntt about categoriM and dafinitioni for racial and tthnic oroupt wvra undar daval- 
II^ToJ. liSSunlTnt '^"'^ ^^^^ reporting r«,uir.mant. cf each d«tt col- 
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.30 B/xJc/Nagro-A person having origins in any of the original peoples of sub-Saharan Africa. 

.40 Caucasian-A person having origins in any of the original peoples of Europe. North Africa, the 
Middle East, or the Indian subcontinent. 

.50 Hispanic-A person of Mexican, Puerto Rican. Cuban. Central or South American, or pther 
Spanish culture or origin, regardless of race. 

1 05 00 BIRTH AND AGE DATA 

Data about a person's age. date of birth, and place of birth. 

1 05 01 Date of Birth 

The year, month, and day of a person's birth,* 

1 05 02.00 Evidence Verifying Date of Birth 

The type of evidence by wvhich a p arson's birth date is verified. 

g//t/> certificate-A written statement or form issued by an office of vital statistics verifying the 
name and date ot birth of the child as reported by the physician attending at the birth; or a 
statement in written form issue J by the physician attending the child's birth, recording the 
child's name and date of birth, and acceptable as a birth certificate by the political subdivision 
where itsued. 

^o^/te/ cerf/y/cate-A certificate issued by a hospital verifying the name and date of birth of a 
child. 

.03 Physician's cer tificate- A certificate issued by the physician attending at a birth, verifying the 
name and date of birth of the child. A physician's certificate is considered to be a birth certifi- 
cate when acceptable as such by the political subdivision where issued. 

•04 Baptismal o r church certificate - A form issued by a church certifying the baptism of a child. 
This form records the date of birth and often is acceptable as verification for this date. 



.05 



Parent's aff:davit-A sworn, written statement made by a person's parent to verify the person's 
age. date of birth, and place of birth. 



f""ffy Bib(e-An entry in a Bible on a special page for recording births, marriages, and 
other vital information about the family. 

.07 Passport-Any travel document issued by competent authority showing the bearer's origin. 

identity, a;»d nationality, if any. which is valid for the entry of the bearer into a foreign country. 




•For •x«nple, January 15. 1973 would be recordmi as 197^-01-15. This form of racordingdato is in conformance with recently 
approved Fadeial. nat'onal.and international standards for racordirifl dates in an ail-nunwric form. (Refefence: Federal Information 
Proceseing Standard 4) 
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STUDEN T/PUHI L ACCOUNTING 
1 f^BftSONALIDENTIFlCATION-Continued 



t 05 00 BIRTH AND AGE DATA-Continu«d 

1 05 02.00 Evidsrn» Verifying Date of t rth~Continued 

f*revio"sly verified school racord-A date of birth previously verified in a school record, which 
is used in lieu of more direct evidence (as included in items 1 05 02.01 to 1 05 02.07) to 
verify the date of birth. 



Otf^*- eviden ce verifying date of 6/rf/>- Evidence not included in items 1 02 02.01 to 
1 05 02.08. such as an insurance record, selective service rec»rd. census record, or other 
records maintained by a Federal or State agency. Any such evidence by vwhich a person's birth 
date is verified should be specified. 

1 05 03.00 Ago Group of Student (in Adult Education) 

The age group of the student at the time of registration for adult education, if data on birth date 
are not obtainable. 



.01 Uncter 18 years 

.02 18 and 79 years 

03 20 through 24 years 

.04 25 through 29 years 

.05 30 through 34 years 

.06 35 through 39 years 

.0'/ 40 through 44 years 

.08 45 through 49 years 

.09 SO through 54 years 

.10 55 through 59 years 

.11 60 through 64 years 

.12 65 years and over 

1 05 04 Place of Birth 



The local governmental unit (e.g.. city, county, township) and State. U.S. ter.itory. or foreign 
country in which a person was born. (Codes for States and countries as standardized by the 
National Bureau of '^^tandards are included in appendixes D and E. If standardized county codes 
are needed, they can be founo in Federal Information Processing Standards Publication 6-1. f 

1 06 00.00 MINOR/ADULT STATUS 



A person's statuy in relation to legal adulthood. (The minimum legal age of adulthood usually is 
specified by State law.) 

.01 Legal minor- A person who has not reached a specified minimum legal age of adulthood. 
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*U.S N«tion«l BurMu of Standards. F,d0r»l Information Procauing Standardt Publication 6-1, Countlasand County Equlvalanu of 
C135!mB-J) 5?70 ' P^f^t'nfl Office (Superintendent of Document! Cataloo No. 
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•02 Emancipated minor --A minor who is free (emancipated) from parental control and thereby is 
exempted from the provisions of compulsory school attendance. 

.03 Legal adult -- A person who has reached a specified minimum legal age of adulthood. 

1 07 00 FAMILY RESPONSIBILITY 

1 07 01 Marit^f Status 

The status of a person with regard to marriage. 

.01 Single -tiwer married, or marriage has been annulled. 

•02 Married, living with spouse- Married, and living with spouse. 

•03 Married, separated -Married. but not living with spouse (other than legally separated). 

•04 Divorced or legally separated - Legally divorced or legally separated. 

.05 Widowed- Formerly married; spouse has died. 

1 07 02 Number of Dependents 

The number of persons (minor and adult) for whom a person has primary responsibility. The 
record should include the name and relationship of any dependents, their age (if minors), and any 
special care requirements. 

1 08 00.00 CITIZENSHIP STATUS 

The nature of a person's citizenship status within the United States. 

.01 US. citizen -A citizen of the United States, regardless of how this status was acquired. 

•02 Citizen oth er than U.S -A person who is not a citizen of the United States, whether admitted to 
the United States for permanetU residence or as a nonimmigrant. For reporting purposes, an 
individuaii admitted to the United States solely for the purpose of study, or whose immig/ation 
status has been changed to that of student, is included under 1 08 00.03, Alien Student.^ 

•03 Alien student fF l classification) -A person admitted to the United States solely for the purpose 
of study. 

1 09 00 LANGUAGE CONSIDERATIONS 

Ihe ability of the student to speak and ufKJerstand languages-Including Standard American 
English* and socio-cultural dialects of English* -and identification of the language spoken in the 



'SchoolsoveriMS may need information es to the country of citizenship. If coding U required, the country codes in appendix E may 
bouMd. 

*Set definition on page 1 17 of the Glotiery. 
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STUDENT/PUPIL ACCOUNTtNG 



1 PERSONAL IDENTIFICATION-Continueel 

1 09 00 LANGUAGE CONSIOERATIONS-ContinuMl 

home. Information about the student's fluency with English (Standard American) and with other 
languages should suggest wnether or not his facility with the language of Instruction is a hindrance 
to his ability to profit from the usual classroom instruction. 

For some groups of adults it may be desirable to identify those who are functionally Illiterate. 

Information about speech and language impairments and handicaps is included under 
3 23 00.00, pages 49 to 51. 

1 09 01.00 Fluency with English (Standard American) 

.01 fZuent- Facile in speaking and understanding spoken English (Stendard American^ 

(.02) .27^ Not fluent -Unabis to readily speak or to understand spoken English (Standard American), so 
as to adversely affect the student's $ :hool performance and related efforts. 

-28" Functionally illitarate^An adult who is unable to .-ead. write, and compute sufficiently well to 
meet the requirements of adult life. For purposes of many adult/continuing education 
programs, this is considered to include' adults who have not gone beyond the eighth grade or 
who cannot read, write, and compute at or above an eighth grade level of performance. In the 
United States this term usually is applied also to foreign-born adults having limited aoility to 
use the English languege. 

1 09 02 Other Languages ar«i/or Dialects in Which Fluent 

Identification of any language and/c dialect other than Standard American English in which the 
student is facile in speaking and understanding oral language, including socio-cultural dialects of 
English and Native American Indian tribal languages. Any such language or dialect should be 
specified.' 

1 09 03 Language and/or Dialect Predominant in the Home 

The primary language and/or dialect spoken in the student's home, if other than Standard 
American English. This language and/or dialect should be specified.' 

1 11 00.00 VETERAN BENEFIT STATUS 

The current eligibility of persons who served in the U.S. Armed Forces-and of their dependents 
and/or survivors-to receive educational benefits from the Veterans Administration.' ^ 

•01 Eligible veteran 

.02 Ineligible veteran 

•03 Eligible dependent or survivor 
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itllTeOl' bf 28 o?^ijTo6^ W"tifving "functionally illiterate" among a large number of studant char^rtar istics. Sea 

'Codea for languagat ara includad in appendix G. page 1 95. 
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FAMILY AND RESIDENCE 
2 00 00 

information under this heading concerns members of the student's family and their residence. 
2 10 00 PARENTS 

Information under this heading pertains to the persons having parental or legal guardianship 
responsibility for the student. If the student is not residing with a parent or legal guardian, 
information should be included under 2 20 00« Responsible Adult of Domicile. 

2 11 00 MalerWt 

The man having parental or legal guardianship responsibility for a person. 
2 11 01 NmrnofMalePawit 

The last name, title, first name, and middle initial(s) of a person's male parent. 
2 11 03 Relationship to Student 

The nature of the relationship of the male parent to the student (See figure I Va, page 36 for terms 
and codes.) 

2 11 04.00 LMng/Deceeeed 

.01 LMng 
.02 Deceased 

2 11 05.00 Education of Male P^t 

The extent of formal education of a person's male parent, i.e., the highest grade or equivalent of 
school completed or the highest degree received. (See figure I Vb, page 36 for terms and codes.) 

2 11 06.00 Occupation of Male P^nt 

The nature of the principal work actually performed by a person's male parent. The Dictionary of 
Occupational Tides^ ^ classifies occupations in the following generaJ categories. The codes shown 
(through .80) reflect the codes in the Dictionary. If further detail is required, it is recommended 
that the detailed classifications of the Dictionary be utilized. 

.01 Professional 

.04 Semiprofessional 

.07 Managerial and official 

.11 Clerical and kindred 

.15 Sales and kindred 

.20 Domestic servhe 
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"UA D»partm«>t of Ubof, BurMu of Emptoymwit Security. Dlctioti»ry of Occupational TMu. Volume 1. U.S. Governm«nt 
Printing Offict. Wathinston, 1949. 
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STUDENT/PUPIL ACCOUNTING 



Figuro IVa.-Codes for Ralationship to Studtnt 



MALE PERSONS 

01 Natural Father 

02 Stepfathar 

03 Lac^l Mala Guardian 

04 Fofttar Fathtr 
06 Grandfathar 

06 Uncia 

07 Husband 

1 1 Brothar 

12 Half Brother 

1 3 Stepbrother 

14 Nephew 

15 Male Cousin 

48 Other Maia Relative (Spedfy) 

4a Other Mele - No Relation 



FEMALE PERSONS 

51 Natural Mother 

52 Stepmother 

53 Legal Female Guar Jian 
64 Foster Mother 

55 Grandmother 

56 Aunt 

57 Wife 

61 Sister 

62 Half Sister 

63 Stepsister 

64 Niece 

65 Female Cousin 

98 Other Female Reletive (Specify) 

99 Other Female - No Reletion 



Figcira lVb.-Codes for Educationil Uvtis and Grades^ 



Prekinderoarten, Age 2 
Prekindergarten. Age 3 
Prekindergerten. Age 4 
Kinderoarten 
Grade 1 
Gnide2 
Grade 3 
Grade 4 
Grade 5 
Grade 6 
Grade 7 

Less Then Grade 8 
Graded 
Grade 9 
Grade 10 
Grade 11 

Grade 1 2 or Equivalent (e^. Certif icete of High School Equivalency^ ) 
1st Yeer Post Secondary /Freshman 
2nd Yeer Post Secondery/Sophomor* 
3rd Yeer Post Secondary 
High School Postgraduate' 
No Year Level-Jr. College 
Ungraded-Special Education 
Ungraded-ElenrMntary Education 
Ungraded-Secondary Education 
Ungraded-Post Secondery 
Associate's Degree 
Bachelor's Degree 
First-Professlonel Degree' 
Master's Degree 
Specielirt's Degree 
Doctor's Degree 

^Suggested Codes for Education of Parents (Items 2 11 06 e nd 2 12 06) 
* For uie with Items 2 11 06 end 2 12 05, Education of Parent- it^m. k oi m 



94 

93 
92 
91 
01 
02 
03 
04 
05 
06 
07 
•98 
06 
09 
10 
11 
•12 
13 

•14 
15 
16 
17 
31 
32 
33 
34 

•41 

•42 

^43 

•44 
45 

•46 
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2 FAMILY AND RESIDENCE-ContinMd 

2 11 00 MALE PARENT-ContiniMd 

2 11 06.00 Occupation of HM^Prnt^CoMinwd 

.22 Per^nal service 

.26 Protective service 

.28 Building service end porters 

•30 Agriculturehhorticultureh end kindred 

.38 F/i^gQ^ 

.39 Forestry 

.40 Skiited occupations 

.60 Semiskified occupations 

.80 Unskilled occupations 

.98 Homemaker 

.99 Of/^r (Specify) 

2 11 10 Employment of Male Peretii 

2 11 11.00 Nature of Employment 

An irdication of the geoeral nature of the major employment of the male parent. 

•01 Self-employed -E^mmQ income directly from one's own business^ trade, or profession, rather ' 
than as an employee of another person or organization. 

•02 Private organization -An employee of an organization which is privately owned and/or falling 
within the private sector of the economy. 

•03 Govemnwnt- ^An employee of a governmental unit. If desired^ this category may be further 
subdivided to distinguish, for example, those governmental units which are local« regiorial 
within a State, State, regional among States, and Federal. 

•09 Otfter employment- Ax\v employment other than those included in items 2 11 00.01 to 
2 11 00.03. Any such employment should be specified. 

2 11 12 Employer of Male Parent 

The name, address, and telephone number of the male parent's employer. 
2 11 13.00 OccujMtio^^al Status 

The degree of participation in the work force, ranging from full-time employment to 
unemployment. (NOTE: This category does not ^ly to homemakers.) 

.01 Fulhtime- Emoloved on a basis that is considered to be full employment (normally at least 35 
hours per week). 

.02 Parf>f/mg- EmDloved on a basis that is less than full-time. 
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2 FAMIL Y AND HEStD£NCE-Continued 
2 11 00 MALE PARENT-Contin«Md) 
2 11 13.00 Occupathrmf Smi»-Contlnu&d 

.03 Unamployd-Hox engaged in a gainful occupation but not disabled or retired. 

.04 0/ai/>^- Unable to pursue an occupation because of a physical, mental, or emotional 
impairment. 

.05 ffet/rwf-Withdrawn from one's position or occupation because of age or other reason. 
.06 No information-'Thi absence of any information regarding employment status. 
2 12 00 Female Parent 

The woman having parental or legal guardianship responsibility for a person. 
2 12 01 Nam»ofF0m§t9/>anfit 

The last name, title, first name, and middle initial (s) of a person's female parent. 
2 12 02 Mt/denName 

The women's family name before any marriage. 
2 12 03 Ro/ationship to Studant 

The nature of the relationship of the female parent to the student. (See figure IVa. pegs 36 for 

2 12 04 Uving/Dacaaaad 

(See 2 11 04. page 35.) 
2 12 05 Education of Famah Pmnt 

(See 2 11 05. page 35.) 
2 12 06 Occupation of Famata Famnt 

(See 2 11 06. page 35.) 
2 12 10 Emptoymant of Famah Parent 
2 12 11 Nature of Employment 

(See 2 11 11. page 37.) 
2 12 12 Employer - f Female Parent 

(See 2 11 12. page 37.) 
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I 2 12 13 Occupational Status 

t 
I 

(See 2 11 13. page 37.) 

I 

2 13 00 Sponsor (for ov«rfM9 (topsndtnts ichoolt of th« US. Dtf^artrntnt of Dtftrtit) 

I The member of the U.S. Department of Defetfise (military or civilian) having parental or 

^jardianship respontibilitv for the student or assuming legal responsibility for the student while in 
the deperKlents' school. Useful or needed information includes: status of sponscMr (i.e., military 
branch, rank/grade, and any other information about the status of a potential sponsor which would 
help determine the eligibility of the child or student to attend a dependents' school), sponsor's duty 
telephone, sponsor's local military address, rotation date to continental U^., and sponsor's social 
security number. 

2 20 OO RESPONSIBLE ADULl OF DOMICILE (if not the student or a parent) 

Information under this heading pertains to the adult responsible for the student at the household 
or other domicile in which the student resides, if not a person identified above as the student's mate 
or female parent, and if the student (or spouse) is not considered to be ^«he head of the household. 
Where information is not available about one or both parents, the school may vvish to record 
additional data about the responsible adult, such as education, occupation, employment, and 
relationship to the stuctent. If the stuctent resides in a foster home or in a residential institution, the 
name of the responsible person or the name of the superintendent and the institution should be 
entered under this heading. 

2 20 01 /Vam0 of Responsible Adult 

The last name, title, first name, and middle initial of the adult responsive for the student at the 
household in which the student lives. 

2 20 02 Melden Name (If approprlaU) 

(See 2 12 02, page 38.) 
2 20 03 Reletionshlp to Student 

(See figure IVa, page 36, for terms and codes.) 

2 30 00 BROTHERS AND SISTERS LIVING IN THE HOUSEHOLD 

This heading concerns the brothers and sisters living in the household in which the student 
resides. 

2 30 01 Nmm 

The legal name or any other name by which each brother and sister is ^nown or may have been 
known. 

2 30 02 Relettonshlp to student 

(See figure IVa, page 36, for terms and codes.) 
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2 FAMIL Y AND RESIDENCE-Contimml 

2 30 00 BROTHERS AND SISTERS LIVING IN THE HOUSEHOLD-ContlnuwJ 
2 30 03 D»m of Birth 

The YMr. month, and day of birth of each brother and sister. This information is needed generally 
requirll!lL "'""^ °' «^P"'«>^ ^oo\ attendance 

2 30 04 Names of Schools Attandtd 

**lf ''"^ "^"^"^ student's) currently attended by 

"^'^ '"*°"^ation is needed generally only if the person's age is within the 
limits of the State s compulsory school attendance requirements. 

2 30 05 StudantNumbeis^^ 

(See T 02 00, page 30.) 
2 40 00 FAMILY ECONOMIC INFORMATION 

Family economic information is concerned with objective descriptive data related to the 
economic support of the student's family. 

2 40 01.00 Family Self Sustaining 

The state of being sulf^pporting financially. i.e., without aid of welfare. 

.01 

.02 Ns^ 
2 40 02.00 rjn mi^ 

The state of being supported wholly or partially by a welfare agency -whether local. State, or 
Federal, and whether public or private. 

.01 y;^ 

.02 ^ 
2 40 09 Wter Family Economic Information 

^tlTlir ni""' frJ^no"^' °* ' P"^"^"'* '"^"V that included in 

.terns 2 40 01 and 2 40 02. For example, infonnation about annual family income h Included 
on applications for free or reduced price breakfasts and Type A lunches (NOTE- These 
applications generally are stored in a central location rather than in the recoru. of individual 
Students.) 



ll^^on r<rr,:::i:rd'S^^ ;i£Sr.™?.^;.rv*Sfi:2r ""S:^ ""^^ ^° ir^'^ '^^^^ ---v confining info. 

Jng, tt i< unneoMsafv to repeat thM« data in the records of all .iWln»!. (2 60 20 aruJ 2 60 30). W.th ,uch referenc- 
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2 50 00.00 FAMILY SOCIAL/CULTURAL INFORMATION 

Information under this heading pertains to students with differences in family cultural or 
environmental background that may adversely affect their school perfoimanw or learning, e.g., the 
culturally different and migratory children of migratory agricultural workers^ Information. about 
lansuage considerations is included in item 1 09 00 on pages 33 and 34. 

(.01 ) .89* ^ Culturally different -SiudenU whose background and family culture {economic and social) are 
so different from the norm of the school, community, or Nation that they may in some 
circumstances or in some localities require differentiated educational opportunities if they are 
to be educated to the level of their ability. 

(.02) .82*^ Migratory children of migratory agricultural woi^trers -Children accompanying a parent whose 
primary employment is in one or more agricultural activities on a seasonal or other tc^mporary 
basis and who establishes a temporary residence for the purposes of such employment. For 
school purposes, the term refers to such diildren within the age limits for which the local 
school district provides free public education. Regulations of some State. "H^uire that such 
children be identified according to whether or not their parents are Arri-.; lean citizens or 
aliens. 

2 60 00 RESIDENCE DATA 

Residence data is concerned with information about the residence address(es), telephone 
number(s), and locdtion(s) where the student and his family reside. Notation about persons to 
contact in case of em^ Kncy is included under Item 3 80 01, Emergency Information. Such 
emergency information may be repeated in the Family and Residence Section of the student file for 
':4Se of reference. 

2 60 10 Residence of Student 

2 60 11 Addrass 

The number of the house (or hotel name and room number, or apartment name and apartment 
number) and the names of the street, subdivision or trailer park, city, and State where the 
individual resides, and the zip code. The post office box nunrber or rural and route number 
should be shown where used for mail delivery. If the name of the town where a person resides 
is different from his post office address, this fact should be indicated. 

2 60 12 T^epfione Number 

The telephone number at the person's residence, including the area code if different than that 
of the school. 

2 60 20 Raiidenoe of Male Parent, if different 

2 60 21 Addres$(See2 60 11.) 

2 60 22 Telephone r^umber (See 2 60 12.) 



ERLC 



* 'The code .89 it eppropfiatelv used whan identifying "other culturally different * anr^ong a large nunrber of student cheracterrttlcs, 
end the code 32 when tlrrilerly identifying "nnigretory children of migretory eericulturel workers." See itenu 8 01 DIM end 
8 01 0132 on page 106. 
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2 FAMtLY AND RESIDENCE-Continued 



2 60 00 RESIDENCE DATA-^tinutd 

2 60 30 RiiktoMi of Ftimla Partnt if difftrtnt 

2 60 31 AddmsfSse? SO tl) 

2 60 32 T9t§phon€ number (Sm 2 60 12.) 

2 60 40 RtfMtncyStatuiof Studtnt 

2 60 41.00 A(Utftini$tr9tiv0 Unit LoG9thn 



An indication as to whether the l^t residence of the student is within or outside the 
boundaries of the school edministrative unit. In some instances (for purposes such as 
datermining tuition status or eiigibitity for competing in Inter scholastic ethletlcs), it Is 
important to indicate the date on which the legal address became established* If the school 
district is subdivided into administrative or operetional subdivisions* additional dimensioru may 
be desirable. (Related tuition and fee items are included under 8 06 00, pages 109 and 110.) 

.01 R9 $id0nt (of 9dminl$tntlv9 unit and ustml school amndBnc9 afwJ -The student's legal 

residence is within the administrative unit (or school district) and within the usual 
attendance area of the school he attends. 

•02 R^dant (of administrwtiw unit but of odMr school attandmu:^ aiBjJ -Tha student's legal 

residence is within the administrative unit, but not within the attendance area of the school 
he attends. 

03 Nonmid&nt- The student's legal residence is outside the administrative unit (or school 

district) of the school he attends. If desired, the location of the legal residence may be 
indicated, e*g., out-of-State, out-of*county, or specific State or county. 

2 60 42.00 R0§$cn for Attending School Out$id0 Usual Attandanca Araa 



.01 Special education (for gifted or handici^ped students) 

.02 Area vocatlonni school 

.03 Other special program (specify) 

.04 Nonpublic school 

.05 Court-mandated assignment 

.09 Other reasons (specify) 

2 60 BO Census Zone Number 



The number assigned to a geographical area for purposes of census enumeration. For a school 
census, this number generally is assigned by the local education agency. 



2 60 60 Residence Block Number 



A nunlber assigned to a particular block of residences within a census zone. 
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2 eo 70 OtiMr Qtogrtpkicai Atm 

Any reievant desif^fiition fot gaographical location other than those included above, such as 
managerial/operationai subdivisiond of the school district. 

2 60 80 Student Housing 

information about the student's housing. Frequently, this information is required by junior 
colleges and residential schools. 

2 60 81.00 Type of Housing 



.01 



Psrent'^s /wmg-A residence in which the male or female parent of the student is head of 
household. 



•02 Boarding house - A private home which the student resides and reccim on^ or more meals 

per day. 

•03 Rooming house -A residence in which a group of students occupies rooms, with meals 

generally not provided. 

•0* Cofiege^per ated housing - A residence provided by a college or other educational institution, 

in which students occupy roqms or hou:n. Meals may or may not be provided. 

•05 Fraternity or sorority-A residence housing a group of male and/or female students who are 

associated through common interest, either social or professional. 

•06 Cooperative house^A house, usually under general college supervision, in which students are 

responsible for the financing and administration of living costs, each paying a proportionate 
share of expenses and sometimes sharing in the work. 

•07 Apartment- A room or set of rooms used for residential purposes~in a building which 

includes other such quarters-in which the student (or spouse) is head of household. 

•08 Separate home - A single family residential structure in v>>«i the student (or spouse) is head 

of household. 

09 Room in single family dwelling - A room used as residence by the student and located within 

a dwelling designed for one family occupancy. 

.99 Other housing - A type of housing other than those included in the above categories. 

PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS 

3 00 00 

Information under this heading concerns various aspects of the student's physical development, sensorv, 
physical, and related conditions; medical history; physical examinations; referrals; physical impairmenu; and 
emergency information. 
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3 PHYSICAL, HEAL TH, SENSOR Y, AND RELA TED CONDITIONS-Contmued 

When a physical examination is made and the findings (including the identification of exceptionality) are 
recorded under the headings of this section, the individual making the examination or identification should be 
technically or professionally qualified to do so. Teachers and other nonmedical personnel are cautioned to record 
only facts and observations, rather than conclusions. Where a measurement is made, the unit of measurement used 
should be clearly indicated. All entries recorded under the headings of this section should be dated 

Students ideiitified according to local. State, or Federal regulations as requiring special educational planning and 
services for physical, health, sensory, or relat«Ki reasons should have their condition identified in the sections 
below; these students also should be counted under the appropriate categories of 8 01 00, page 106 

Some of dte information which might be recorded under the foUowlng headings may b^ of a confidential nature 
and should be us^ and transferred with discretion. The selection of specific items for the student record is left to 
the local school system, which should concern itse.'f also with aspects of confidentiality such as those discussed ir. 
diapter II. 

3 01 00 STUDENT MEDICAL RECORD NUMBER 

The identification number of the student's medical record, if different from his student number 
and if the record is kept separare from other student records or is maintained by an outside 
agency." 

3 10 00 HISTORY OF PHYSICAL DEVELOPMENT 

The hisiory of physical development includes measurements of height, weight, ceeth. and other 
significant aspects of physical development as recorded over a period of time. Due to the transition 
to the metric $v«t|.n, cf Tcrsj.u.ia. t. mUoois may wish to record some data in metric units in 
addition to the more traditional units of measurement. 

3 11 00 Height 

Height (with shoes removed), expressed in inches and/or centimeters. 
3 '12 00 Weight 

Weight (in ordinary clothing with shoes removed), expressed in pounds and/or kilograms. 
3 13 00 Oral Health 

The condition of the mouth or oral cavity; more specifically the condition of the hard tissues 
(i.e.. teeth and jaws) and the soft tissues (i.e.. gums, tongue, lips, palate, mouth floor, and inner 
cheeks). Good oral health denotes the absence of clinically manifested disease or abnormalities of 
the oral cavity. Pictorial or narrative information may supplement data in the categories below. 

3 13 01 Number of Teeth 

The num*i€r of natural teeth present or erupting. 



•* It m.v b« desirat.e for some schools to mtiint.in only portions of tho complete record, such at emerflency information snd infor- 
imtion about immunizations and situafons wh^,re an impairment or handicap might affect learning. In some instances the mainte. 
nancaof complete medical record* iravbaroorH!nat»'<"v! ♦he Public Health Service. 
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3 13 02 NumberofPmrmwit Teeth Lost 

The number of p«rmanent teeth lost due to extraction or accident. 
3 13 03 Number of T99th Decayed 

The number of natural teeth present with obvious decay. 
3 13 04 Number of Teeth Restored 

The number of natural teeth present which have a dental restoration {e.fl., by fcttina and/or 
caopinfl). 

3 13 05.00 Occlusion 

The relationship between the biting surfaces of the upper and lower teevh when they a;e in 
contact. 

. Norrnel occ/usion-UoD^r and lower teeth closing together normally. 

me/occ/us/on-Som6 upper and/or lower teeth out of normal allonment. 
M<»t*^t» me/occlusion-Mne* nppAr anH i«>^»r nnt rlntinc tnQnthor. 

melocc/us^on~Eittensl^Ht malalignment exhibiting severe overbite or overjet. 
3 13 06.00 Gingim (Gum/ Condition 

The condition of the gums, according to the extent of any deviation from the normal state. 
.01 Norme/ -Gomi are firm and sfipplerf, and appear healthy. 

•02 Mi/d deviethn -Gumt appear inflamed. 

Modereted^fietlon-Qum% ble slightly and are enlarged around one or more teeth. 
.04 Severe deviation-Gumi are swollen and bleed readily, and pus is present. 

3 13 07.00 Condition of Orel Soft Tissues 

The condition of the tongue, lips, palate, floor of the mouth, and inner cheeks, according to 
the extent of any deviation from the normal. 

•01 AtomwZ-Tissues appear healthy. 

•02 Mild devietlon-T\5i\iat have slight bleeding and/or enlargement. 

Moderate deviation-k lesion of small size (e.g.. a cold sore or cold blister) which has 
persisted for less than 10 days. 



.03 



.04 Severe devietiqn-An obvious lesion (e.g.. an ulcer or new growth) which has persisted for 

more than 10 days. 
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46 STUDENT/PUPIL ACCOUNTING 

3 PHYSICAL. HEALTH, SENSORY. AND RELA TED CONDITIONS-Continued 

3 10 00 HISTORY OF PHYSICAL DEVELOPMENT-Continutd 

3 13 00 Oral H««(th-Centinutd 

3 13 08.00 D§nt9l Prosttwtic Appliances 

The placement of artificial teeth and/or orthodontic devices to replace or correct dental 
problems* 

•01 Orthodontic appliance -^. q., braces, wires, or retainer. 

•32 Partial denture -Ont or more partial dentures, fixed or removable. 

•03 Full denture -A full upper and/or lower denture (plate). 

3 1 9 00 Olfiar Signifrcant Aspactt of Phy steal Oavalopmant 

Significant aspects of physical development other than those included under 3 11 00 to 
3 13 00 above. 

3 20 00 SENSORY, PHYSICAL, AND RELATED CONDITIONS 

This category includes an inventory of the state and condition of bodily systems and parts, e.g., 
vision, hearing, speech, orthq:>edic condition, neurological condition, and cardiac condition. 
Students with a handicapping condition which has been diagnosed by professionally qualified 
personnel should be identified both according to their actual condition (as indicated irough test 
results or other diagnostic procedures) and according to the appropriate category cf handicap (e.g., 
blind, hard of hearing, speech handicapped, or orthopedically handicapped). 

3 21 00 Vision 

The act or power of seeing with the eye. This category includes information about tests used to 
measure both uncorrected and corrected vision, and the identification of any visual impairment. 

3 21 01 Vision Tast 

The name or other identification of any test or other means by which vision is measured, e.g., 
Snellen Illiterate "C" test, Snellen alphabetic test, and mechanical devices and other tests of 
color blindness, eye muscle imbalance, visual perception, and other aspects of visual 
functioning. Related tests of perception which may be administered in the diagnosis of vision 
crt i--!uded under item 4 11 01.02, Cognitive and Perceptual Skills Test. The record should 
include the name of the examiner and the test results for each eye. 

3 21 02 Uncomscted Vision 

Measurement of visual acuity without the use of glasses or lenses. 

Use is generally made of the Snellen notation, wlii'+i is a system of recording visual acuity 
based on the Snellen test chart. For this notation, a symbol is written like a fraction, with the 
numerator representing the distance from the chart in feet and the denominator the smallest 
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line read correctly. (For example, 20/50 indicates ability to read the Bafoot line of the 
Snellen test chart at a distance of 20 feet; 20/20 is considered to represent normal visual 
acjity.) 

3 21 03.00 CorrectiveGfassesorLensae Required 

A condition of the eye which requires the use of corrective glasses or lenses. 

•01 For reading only 

•02 For distance only 

•03 For both reading and distance 

3 21 04 Corrected Vision 

The acuity of the eyes with the use of glasses or lenses, expressed as normal or extent of 
deviation from normal for each eye. Measurement notations are described under item 3 21 02 
The purposes for which corrective lenses were prescribed should be specified, e.g., muscle 
imbalance, glaucoma, refractive error, and amblyopia. 

3 21 05.00 Visual Impairment 

A condition of vision that may adversely affect the performance of an individual An 
impairment .n vision that is sufficiently severe to adversely affect an irnlividual's performance is 
considered a visual handicap. A person identified as having a visual handicap may be referred to 
as partially seeing or blind, according to the nature and severity of his handicap.* * 

For reporting purposes, a person with impaired vision should be included in only one of the 
following categories. In determining needs for special educational programs, persons identified 
as partially seeing or blind should be counted also under 8 01 01, page 106 and if 
multihandicapped, under 8 01 02 on page 107. 

11 Partially wwy- Individuals wtio have severely impaired vision but have sufficient residual 

viaon (with correction) to include the perception of printed materials as a means of learning. 

.12 fl«rjgf-lndividuals who are sightless or who have such limited vision that they must rely on 

hearing and touch as their chief means of learning. 

.13 Otherwise visually /mpa/>«y- Individuals whose visual acuity measures below normal that is 

below 20/20 on the Snellen scale, or vision is impaired in any of its functions, as manifested 
by imperfect depth perception, faulty muscular action, color blindness, or a limited field of 
vision {poor peripheral vision or poor central vision). If this impairment is of such a severity 
as to handicap the normal functioning of the individual, he should not be counted here but 
should be classified and counted under partially seeing (item 3 21 05.11) or blind (iteirt 
3 21 05.12). 

3 22 00 Hearing 

The act or process of perceiving sounds. This category includes information about tests used to 
measure hearing, an overall evaluation of hearing, and the identification of any auditory handicap. 



"In proflram, of education for th. h.ndic.pp«t the prtially waing and t- blind are rafarrad to collaetivaly a. tn« viiuali, handicapped. 
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3 PHYSICAL, HEALTH, SENSORY. AND RELATED CONDITIONS- Continued 
3 20 00 SENSORY* PHYSICAL, AND RELATED CONDITIONS-Continued 

3 22 00 Hearing-Continued 

The ability of each ear to process sound is expressed as normal or impaired according to degree of 
hearing loss in decibels (dB), especially in speech range frequencies. Frequencies are expressed in 
hertz (Hz), a measure of sound frequency. Related tests of perception which may be administered 
in the diagnosis of hearing are included under item 4 11 01.02, Cognitive and Perceptual Skills 
Test. 

3 22 01 .00 Screening Test (Hearing) 

An initial test to determine whether the student has normal hearing. If the student fails the 
test, a referral should be made, and items 3 22 02 to 3 22 07 should be completed by a 
qualified audiologist. The audiometric record (audiogram) should show the name and title of 
the examiner, the frequencies at which the tests were made (in hertz), the decibel level used in 
screening, the measurement standard used for (ANSI, ISO, or ASA)/ ^ criteria used in making 
"pass^fail" determinations, and the test results for each ear. 

.01 Pa^ 
.02 Faii 

3 22 02 Pure Tone Audiometric Test 

A test of hearing utilizing air conduction and/or bone coiiduction. The record should include 
the name and title of the person (or name of the institution) making the examination, the 
name and model number of the audiometer used to conduct the test, the measurement 
standard used (ANSI, ISO, or ASA),^^ and the results of the test for each ear expressed in 
decibels at which responses are received at each frequency tested. 

3 22 03 Speech Discrimination Test (Unaided) 

A standardized test to measure ability to discriminate between tipeech sounds, without the use 
of 3 hearing aid. The record should include the name of the examiner, identification of the test 
materials used, and the test results for each ear expressed as a percentage of correct responses. 

3 22 04 Speech Discrimination Test (Aided) 

A standardized test to measure the ability to discriminate between speech sounds, with the use 
of a hearing aid. The record should include the name of the examiner, identification of the test 
materials used, the type and model of aid used for the test, and the test results for each ear. 

3 22 05 Other Audiometric Tests 

An audiometric test other than those identified in 3 22 01 to 3 22 04 above, e.g., tests for 
measuring loudness balance, recruitment, and speech reception. The record should include the 
name of the examiner, identification of the test materials used, and the test results for each ear. 

3 22 06.00 Overall Evaluation of Hearing 

The examiner's evaluation of the student's hearing, including consideration of both test results 
and other factors, which may be expressed as follows:' ^ 



ERIC 



i6'*ANSr* means American National Standards Instif^a; "ISO" means International Standards Organization; "ASA" means 

American Standards Association. Most school districts have coverted from ASA and ISO standards to the new ANSI standards. 

* 'The classification of the student by a qualified jg^sional as "hard of hearing" or "deaf" should be recorded under 3 22 07, 



DEFINITIONS 49 

.01 Normal, or no significant handicap -Ho hearing loss, or a loss of less than about 20 decibels 

(ANSI)^* in the better ear. 

.02 S/ight hwdicap -A hearing loss of between about 20 and 40 decibels (ANSI ) in the better ear. 

•03 MUd handicap -AheannQ loss of between about 40 and 55 decibels (ANSI) in the better ear. 

•04 Marl^ed handicap ^-A hearing loss of between about 55 and 70 decibels (ANSI) in the better 

ear. 

•05 Severe handicap -A hearing lossof between about 70 and 90 decibels (ANSI) in the better ear. 

•06 Extreme handicap - A hearing loss of about 90 decibels or more (ANSI) in the better ear. 

3 22 07.00 Auditory Handicap 

An impairment in hearing that adversely affects the performance of an individual. A person 
identified as having an auditory handicap may be referred to as "hard of hearing" or "deaf/' 
according to the nature and severity of his handicap. For persons with an auditory handicap, 
the age at onset of hearing impairment should be recorded under 3 22 08. 

.21 H ard of Aear/ny - Individuals with slightly to markedly defective hearing, as determined by 

their ability to use residual hearing in daily life, sometimes with the use of a hearing aid. 

.22 Oeaf -lndividuals whose hearing is extremely defective so as to b? essentially nonfunctional 

for the ordinary purpO;*3s of life. 

3 22 08 Age at Onset of Hearing Impairment 

The age at onset of a person's hearing impairment, e.g., at birth, 4 years old, 12 years old. 

3 23 00 Speech and Language 

The student's ability to communicate orally with others. This category includes information 
about tests used to measure speech and language, an overall evaluation of speech facility, and the 
identification of a communication disorder. Where a possible contributing cause for a 
communication disorder can be determined, such information should be noted, e.g., cleft palate. 
Information about fluency with language is included under 1 09 00 on page 33. 

3 23 01 Speech and/or Language Test 

The name or other identification of any test or other means by which speech and/or language is 
measured. 

3 23 02.00 Overall Evaluation of Speech and Language 

An appraisal of the individual's facility with speech and language, other than difficulties arising 
from lack of experience with the language of instruction (see 1 09 00 on page 33). For young 
children with speech and language impairments (identified under items 3 23 02.02 to 



' *"AMSr' maan American National Standards Institute. 
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3 PHYSICAL. HEALTH. SENSORY. AND RELATED CONDITIONS-CQntinued 

3 20 00 SENSORY, PHYSICAL. AND RELATED CONDITIONS-Continuad 

3 23 00 Speech and Ldnguage-Continuad 

3 23 02 Overall Evaluation of Speech md Langoage-Continu^ 

3 23 02.07). an entry should be made also under item 3 23 02.08 or item 3 23 02.09 to 
indicate anticipated need for speech pathology services. All students with speech and language 
handicaps should be identified under 3 2^ 03, Communication Disorder. 

.01 Normal speech (no handicap) —^ state or ability constituting, or not deviating from, the 

normal range of patterns in speech and language development. 

.02 Impaired articulation Speech sound substitutions, omissions, and/or distortions involving the 

speech mechanism (e.g./ tongue, lips, and velum) resulting in defective speech either in 
producing syllables or connected speech (e.g., "wabbit" for ''rabbit/' and "sop" for "stop"). 
Impaired articulation is characterized by patterns of consistently occu ring errors and should 
not be confused with occasional mispronounciatlons. 

.03 S ti/ftar/ng —Speech often characterized by unusual strain or tension, and by one or more of 

the following: repetition, blocking, injection of superfluous speech elements, and/or 
prolongation on sounds or syllables. ("Stuttering" generally is used synonymously with 
"stammering/' except by some specialisu who designate speech repetitions as stuttering and 
speech blocks or stoppages as stammering.) 

.04 Voice impairment— Abnormal voice quality caused by pathology or misuse of the larynx or 

vocal tract. 

.05 Language impairment ^A disability in verbal learning resulting in markedly impaired ability 

to acquire, use, and comprehend spoken and written language. Persons considered to have a 
language impairment as a primary disabling condition exhibit a significant discrepancy 
between their intellectual level of functioning and their level of language performance. In 
some cases, there may also be present some degree of sensory or motor incapacity, r antal 
retardation, emotional maladjustment, or environmental disadvantage. 

.07 Other speech or language problem— An^ abnormal characteristic of oral communication, 

other than those included in items 3 23 00.02 to 3 23 OO.OS, which is detrimental to the 
student's school progress. Any such problem should be specified. 

.08 ''Normar development problem -The spe^'^h difficulty, as identified under items 

3 23 02.02 to 3 23 02.07, is expected to disappear within a reasonable length of time with 
the normal development of the child. 

.09 Special assistance needed -The speech difficulty, as identified under items 3 23 02.02 to 

3 23 02.07, is believed to require speech pathology services. 

3 23 03.00 Communication Disorder 

An impairment in speech and/or language (including impaired articulation, stuttering, voice 
impairment, and a receptive or expressive verbal language handicap) that is sufficiently severe 
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to adversely af ect the performance of an individual in the usual school program. This is not to 
be confused with a language (or communication) difficulty arising from lack of experience with 
the language of instruction (see 1 09 00 on page 33). Speech and language deviations expected 
to diminish significantly or disappear in the course of the child's normal development are not 
included here, but are included under items 3 23 02.02 to 3 23 02.07 and also under item 
3 23 .08. An auditory handicap contributing to a communication disorder may be described 
under 3 22 07 on page 49. 

(.01) .25^^ Speech handicapped ^^ ^\ndiyidual$ with markedly impaired speech (see items 3 23 02.02, 
3 23 02.03, and 3 23 02.04). 

(.02) .26*^ Language handicapped ^ ^ - Individuals with markedly impaired language (see item 
3 23 02.05). 

•03 Hearing handicapped -\ndmdua\$ with markedly impaired hearing (5ee items 3 22 07.21 

and 3 22 07.22). 

•04 Learning (//safe/etf -lndividuals with specific learning disabilities (see item 4 30 07.73 on 

page 67). 

3 24 00 Orthopedic Condition 

The state and/or condition of a person's musculoskeletal system, including deformities, diseases, 
and injuries of the bones and joints, and including also the person's ease of movement and 
mobility. 

3 25 00 Neuroiogscal Condition 

The state and/or condition of a person's nervous system, including its functioning, disorders, and 
diseases. 

3 26 00 Cardiac Condition 

The state and/or condition of a person's heart and circulatory system, including their functioning, 
disorders, and diseases. 

3 27 00 Other Pliysical Condition 

The state and/or condition of bodily systems and functions other than those included under 
3 24 00 to 3 26 00 above, e.g., renal (kidney) condition and respiratory (breathing and 
respiratory tract) condition. 

3 28 00.00 Physical and/or Health Handicap 

A physical or health impairment that adversely affects the performance of an ndividual in the 
usual school program. Students with physical or health handicaps should be identified within the 



* • The codes .25 and .26 are aopropriately used when identifying the speech handicapped or langua^ handicapped among groups of 
students with special characteristics. See 8 0< 01.00 on page 1*06. 

^^\n progrannsof education for the handicapped, the speech handicapped and the language handicapped often are reported collectively 
as the speech impaired. 
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3 PHYStCA L, HEAL TH. SENSOR Y, AND RELA TED CONDmONS-Continued 

3 20 00 SENSORY^ PHYSICAL. AND RELATED CONDITiONS-Continued 

3 28 00.00 Physical and/or Health Handicap-Continued 

categories below. Pertinent information descriptive of their condition should be included also 
under 3 24 00 to 3 27 00, as appropriate. 

3 28 00.31 Orthapedicalty handicapped fcripp/ed) -\ndiyidua\$ with an orthopedic condition of a type 

which might restrict normal opportunity for education or self-support. This term is generally 
considered to include individuals having impairments caused 6y congenital anomaly (e.g., 
clubfoot, absence of some member, etc.), impairments caused by disease (e.g., poliomyelitis, 
bone tuberculosis, cerebral palsy, etc.), and impairments caused by accident (e.g., fractures or 
burns which cause contractures, etc.). 

3 28 00.32 Other health /mpa/retf ^ ' -Individuals who are handicapped in their educational progress 

because of limited strength, vitality, and alertness due to chronic health problems such as a 
heart condition, tuberculosis, rheumatic fever, nephritis, asthma, sickle cell anemia, hemo- 
philia, epilepsy, lead poisoning, leukemia, diabetes, or other illness. 

3 29 00 Physicai Anomalies and Cosmetic Conditions of Potential Emotional Significance 

Phys.cal conditions, defects, and anomalies of such a nature as to have the potential to affect a 
person's emotional behavior and/or social acceptance, e.g., extra fingers or toes, genital anomalies, 
clr;ft palate, hare lip (repaired), unusually large ears, and cosmetic defects such as a prominent 
birthmark on the face or disfiguring burn scars. 

3 30 00 MEDICAL HISTORY 

The medical history is a record maintained over time of a person's diseases, illnesses, immunizations, 
injuries, medical treatment at school, surgery, medical laboratory test results, and related 
information. 

3 31 00 Diseases, Illnesses, and Other Temporary Conditions 

A record of each disease or illness contracted or other temporary condition which might or does 
affect the student's school performance, including the name of the disease, illness, or condition; 
the month end year of occurrence; and other pertinent information, e.g., the extent of any 
resulting disability. 

See figure IVc,page53, for a list of common diseases, illnesses, and other conditions. Definitions 
for these terms are included in section 2 of theGlossary. 

3 32 00.00 Immunizations 

Instances in which a person is protected or immunized against specific diseases, as by inoculation 
or vaccination. 



' * As defined for Federal programs of education for the handicapped. 
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Figure IVc -Codes for Common Diseases. Illnesses, Surgery. Injuries, and Other Conditions* 

NOTE: C,r« .houid b« •xarc.Md m r.cord.ng th«M d«ta to r.cogniia xi • confident,.! rai.tionthip b«- 
tw««n phyiician and PRtiant. 
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01 


iNio Qisesses or lUnesses 


48 


02 


i>iu inrormaiion MvdiiBOie on uiseasGs 


49 




or lilnoccAc 




03 


AllcrQV^Aspirin 




04 








Allergy "■Iodine 




WW 


Aliergv— Penicillin 


51 


w / 


Allergv-Sulfa 


52 


no 


Al lergv --Mul tiple 


53 


no 


Allergy— Other 


54 


1 1 


Asthma 


55 


1 2 


Cerebral Palsy 


56 


13 


Chicken Pox 


57 


14 


Cystic Fibrosis 


58 


15 


Diabetes Mellitus (Sugar Diabetes) 


59 


16 


Diphtheria 


61 


17 


Drug Dependency (Including Alcohol) 


69 




(Specify) 




lO 


Ear Infection— Repeated 




19 


Epilepsy 






Gastrointestinal Condition 






Gonorrhea 






Heart Disease 






Mennophilia 


71 


9p; 


Herr»ia 


72 


9fi 

AW 


Hypoglycemia 


73 


97 


1 nf luenza 


74 


9fl 


Kidney Disease 


75 


29 


Lead Poisoning 


76 


Ov 


Leukemia 


77 


T1 

O f 


Meningitis 


78 


-^9 




79 


33 


Muscular Dystrophy 


81 


34 


Pertussis (Whooping Cough) 


fl9 


35 


Physical Development-Abnormal (Specify) 


89 


36 


Pneumonia 




37 


Poliomyelitis 




38 


Rubella (German Measles) 




39 


Rubeola (Measles) 




40 


Rheumdtic Fever 




41 


Sickle Cell Anemia 


91 


42 


Sickle Cell Trait 


92 


43 


Small Pox 


44 


Syphilis 


93 


45 


Tetanus 


94 



Tuberculosis 
Ulcer 

Urological Condition 

Other Diseases and Illnesses (Specify) 



SURGERY 

No Surgery 

No Information Available on Surgery 

Appendectomy 

Brain Surgery 

Ear Surgery 

Eye Surgery 

Heart Surgery 

Oral Surgery 

Thoracic Surgery 

Tonsillectomy 

Other Surgery (Specify) 



INJURIES 

No Notable Injuries 

No Information Available on Injuries 

Broken Bone 

Burn 

Dislocation of Joint 
Internal Injury 
Loss of Eye 
Loss of Hearing 
Loss of Tooth or Teeth 
Muscular Injury 
Traumatic Brain Injury 
Other Injuries (Specify) 



OTHER CONOtTIONS 

Rh. Negative Blood 

Functional Disorders in Absence of 

Demonstrable Pathology (Specify) 
Foreign Body 
Pregnancy 



•Th«« termi are defmad m the Gloisary of Seiact^d Medical Ttrmi. beginning on page 129. 
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STUDENT/PUPIL ACCOUNTING 



3 PHYSICAL. HEAL TH, SENSORY, AND RELA TED CONOmONS-Continued 
3 30 00 MEDICAL HISTORY-Continuad 
3 32 00.00 immunizationt-ContiiMiad 

A record should be maintained of each immunization and immunity test administered to the 
person, including inoculations and vaccinations. The record should contain the date of each 
immunization or test and of any boosters. The suggested codes which follow correspond to the 
codes for diseases and illnesses in figure IVc on page 53. 

•16 Diphtheria 

.27 Influenza 

.32 Mumps 

.34 Pertussis (whooping cough) 

.37 Poliomyelitis 

•38 Rubella (German measles) 

•39 Rubeola (meas' i) • 

•43 Small Pox 

•45 Tetanu s 

•46 Tuberculosis (BOG) 

•91 Rli. immurte globulin 

/Vo immunizations (religious ob/ections) -An absence of immunizations because of the 
prohibitions of the student's religion. 

•97 No i mmunizatior F (other reasons) -Vnfi absence of immunizations for other than religious 
reasons. Any such eason should be specified. 

•98 No information available . 

•99 Other immunizations~\mmun\zat\ons not listed above. Any such immunization should be 
specified in the student's record. 

3 33 00 Sdiool-Relatad Injuries and Madical Treatments 

Information about injuries sustained while the school has responsibility for the student, and 
about any medications administered by school personnel. 

3 33 01 School-Related Injuries 

A record of injuries sustained by the student while at school or under the guidance and 
direction of school personnel. (See figure IVc. page 53. for a list of common injuries. 
Information about emergency treatment given should be included under 3 33 02- related 
referrals may be described under 3 40 00.) 

In many school systems, an accident report k made for any injury sustained by a student while 
a responsibility of the school. This report usually contains a description of the injury; the date, 
time, location, and circumstances of the accident; and identification of witnesses. Such a report 
generally is prepared separately for administrative use and not as a part of the student's health 
record. 
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1 

3 33 02 Medics/ Treatments at School 

A brief description of any medication administered at school or by school personnel, e.g., an 
i antibiotic, an anticonvulsant, or emergency medical treatment for an injury. The record should 

be dated, and should incKide the name and title of the person providing the treatment or 
medication, the nanne and title or relationship to the student of the person lequesting and/or 
prescribing the medication, arvd any other pertinent information about the circumstances under 
which the medication was administered. If for an injury, the record should indicate who (e.g., 
what parent) was notified and what advice was given for further care. 

3 34 00 Other Serious injuries 

A record of injuries sustained by the student which might or do affect his school performance. 
Details of injuries sustained at school or while the student is the responsibility of school personnel 
should be included under 3 33 00 above. (SeefigurelVc,page53,for a list of common injuries.) 

3 35 00 Surgery 

A record of surgery undergone which might or does affect the student's school performance. (See 
figure IVc, page 53, for a listing of common surgical procedures.) 

3 36 00 Drug Abuse 

A record of instances in which the individual is known to have used drugs (e.g., heroin, 
amphetamines, barbiturates, or alcohol) in an amount, frequency, and/or pattern of use that has 
interfered with his psychological, physiological, social, and/or academic functioning.^^ 

3 37 00 Madical Laboratory Tests and Procedures 

The results of medical laboratory tests applied to determine the condition or functioning of 
bodily parts or systems and to identify diseases and abnormalities. The record should include the 
name and title of the examiner, identification of the test used, ana the test results. 

3 37 01.00 Tuberculosis Test Results 

The results of diagnostic procedure, utilizing tuberculin, applied to determine the presence or 
absence of a tuberculosis infection. The specific procedure applied should be specified, e.g., the 
Mantoux test, patch test, tine test. Von Pirquet test, and X ray. 

.01 Negatiw-A test result indicating no evidence of infectfon, disease, and abnormalities. 

.02 Poyf/W -A test result indicating the presence of infection, disease, or abnormalities. 

•03 Referral mede-The referring of the student to a qualified medical person as a result of a 

positive test result. 



ERIC 



"Drug abuse it not necessarily congruent with drug dependency. See the definition for drug dependency in theaouary of MedicaJ 
Terms on page 1 30. 

Care must be used in recordmfl. maintaining and dispocino of this type of data. For guidelines on confidentially, see chapter II.) 
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3 PHYStCAL. HEALTH. SENSORY. AND RELATED CONDmOf:S-Continued 

3 30 00 MEDICAL KISTORY-Continuod 

3 37 00 Modccai Laboratory Vests and Procadures^-Continuad 

3 37 02 Blood Test Results 

The results of a test of the blood applied to identify dise»^ses or abnormalities and potentially 
dangerous conditions. Res^jlts may be expressed as in 3 37 01, along with any appropriate 
narrative comments. The type of test should be specified, e.g., phenylketonuria (P.K.U.), 
serological test for syphilis (S.T.S.), hemoglobin (Hgh), hematocrit (Hct), complete blood 
count (C.B.C.), blood type (Rh. factor), sickie ceK test, and tests of blood chemistry. 

3 37 03 R^/ts of Other Medical Laboratory Tests and Procedures 

The results of medical laboratory tests and procedures not included above, such as urinalysis 
and electroencephalograph. Any such test should be specified. Results may be expressed as in 3 
37 01, along with any appropriate narrative comments. 

3 39 00 Other Medical History 

Medical history other than that included under categories 3 31 00 to 3 37 00 above. 
3 4 0 00 REFERRALS FOR PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS 

Information in this category concerns instances in which the student is referred to a person or 
agency for examination and assistance because of physical, health, sensory, and related problems. A 
record should be nr«aintained of such referrals, including information about the nature of each 
referral, the reason for the referral, the person or agency to whom the referral is made, the name and 
position of each person recommending the referral, the date, and any information indicating that 
the referral was completed, including feedba:k about results. 

Because of the interrelatedness of factors contributing to educational problems of students, 
information under this heading ioay be combined completely or in part with information included 
under 4 20 00, Referrals for School Work or for Intellectual, Social, or Emotional Reasons. 

3 40 01 Person or Agency Making Referral 

The name and title (or professional relationship to the student) of theperson-or the name of 
the agency-making the referral. 

3 40 02 Person or AgerKy to Whom Referred 

The name, title, and address of the person or agency to whom the individual was referred. 
3 40 03 Cause of Referral 

The specific physical condition or reasons indicating that a referral was necessary or advisable. 

3 40 04.00 Purpose(s) of Referral 

.01 To obtain a diagnosis of the students' problems and needs . 
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.02 To determine if the student qualifies for a special proyam. 

.03 . To obtain treatment 

•04 To obtain guidance, 

.09 To achiew other purpose (specify) . 

3 40 05.00 Referral Completed 

An indication as to whether or not the student was seen by the agency or person to whom 
referred. 

.01 

.02 No 

.03 tJo information 

3 40 06 Report from Referral Person Oi Agency 

The nature of action taken by the person or agency to whom the referral was made. 

3 50 00 PHYSICAL EXAMINATIONS 

Information under this heading concerns any examination for the purpose of determining the 
individuars general physical condition or of discovering physical, health, sensory, or related 
conditions of any kind which might affect the student's normal progress in his school work. 

A record should be maintained of school-required physical examinations administered to the 
student, including the significant findings of the examinations. Findings of otht^r physical 
examinations, if available from med'oal authorities, may also be recorded here.^^ 

3 50 01.00 Type of Physical Examination 

.01 Routine physical examination - A physical examination for general health purposes. 

.02 Special physical examination -A physical examination specifically to diagnose the causes of 

specitic symptoms or problems. 

.03 Physical examination for sports participation- A physical examination required by the 

school system, State, or institution for students participating in sports activities in the 
physical education program arKi/or inter&cholastic or intercollegiate athletics. 

3 50 02.00 Examiner 

The name, title, and address of the physician or other qualified person who conducted the 
examination. 

.01 Family physicia n— A doctor to whom the family normally goes for medical care. 

.02 School physician — A doctor employed by a school health service as medical adviser and for 

work with students and staff nrvembers. 



' 'The type of record and the conditions under which tt nnight be made available are reflected in figure lib on page 1 1 , where infor* 
mation about physical examinations administered outside the schools might be considered ''Confidential Records and Reports from 
Outside Agencies." 
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3 PHYSICAL. HEAL TH, SENSORY. AND RELA TED CONOmONS-Continued 
3 50 00 PHYSICAL EXAMINATIONS-Continuad 
3 50 02.00 Exominer-Continued 

Other person- fK physician or other qualified person or ornanization-not included above-who 
conducted the examination, such as a staff doctor at a hospital or clinic, a nurse, or a para- 
professional. 

3 50 03 Examirtation Results 

3 60 00 PHYSICAL, HEALTH. AND SENSORY IMPAIRMENTS 

Included in the student's record under this heading is a listing of physical, health, and sensory 
impairments or handicaps and an indication of the extent to which they might or do affect the 
student's normal progress m the usual school program. 

3 60 01 Nature of Impairment 

A brief description of any physical, health, or sensory impairment. More detailed information 
about the student's condition is included elsevwhere in the record of his physical, health, sensory, 
and related conditions. (For example, impairments of sight, hearing, and speech are included 
under 3 21 00,3 22 00, and 3 23 00; and physical and/or health handicaps are included under 
3 28 00). The identification of students who qualify on the basis of such conditions to 
participate in special classes, groupings, or caseloads is included in 8 01 00, Students with 
Special Characteristics, on page 106. Their special programs should be specified in categories 
8 02 00 to 8 04 00 on pages 107 to 109. 

3 iiO 02.00 Extent of Impairment 

The degree to which the student's condition adversely affects his normal progress in the usual 
school program. 

•01 Slight impairment -A small deviation in relation to normal functioning. 

•02 Significant itnpairment- An important or meaningful deviation in relation to normal 
functioning. 



.03 



Severe impairment -A great degree of deviation from normal, which seriously affects the 
individual's behavior or ability to perform. 



3 70 00 LIMITATIONS ON SCHOOL ACTIVITIES 

Data entered into the record under this heading concerns restrictions or limitations placed on the 
student's activities at school because of physical, health, sensory. and related conditions. The record 
should include the nature of the restriction or limitation, its cause, its duration, and the name, title, 
ai position of the person recommending the restriction or limitation. 

3 70 01 Nature of limitation 

A description of the circumstances or situations in which the student's participation in 
the school program should be modified or precluded, and of any specific modified 
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activity permitted or prescribed for the student. See also 5 28 00, Special Program 
Modifications, on page 80. 

3 70 02 Cause of Limitation 

A brief description of the reason for imposing the restriction or {imitation on the student's 
school activities. 

3 70 03.00 Duration of Limitation 

The length of time the phycician or agency recommends the limitation on activity be carried 
out. 

.01 A month 

.02 A semester or quarter 

•03 The current regular sa'iooi term 

•04 Indefiitit6-i.e.. until further notice. 

•05 PertTtanent 

•99 O^r duration of /imitation (specify) 

3 70 W Person Recommending Limitation 

The name, title, and position of the person or the agency making the recommendation for 
limitation on activity. 

3 80 00 EMERGENCY INFORMATION 

Emergency information contains specific instructions for the medical treatment or handling of 
the student in an emergency situation.'* 

3 80 01 Person fs) to be Notified in Case of Emergency 

The name, relationship, address, and telephone number(s) of any individual designated as a per- 
son to be notified in case of emergency, along with any special instructions for locating this in- 
dividual. 

3 80 02.00 Emergency Factor 





emergency treatment. 


.01 


Nothing known 


.03 


Allergy, aspirin 


.04 


Allergy, insect bite 


.05 


Allergy, iodine 


.06 


Allergy, penicillin 


.07 


Allergy, sulpha 


.08 


Allergy, multiple (specify) 


.11 


Asthma 




In certain rare tituationt where the ttudent'i life .iwy be in d*:ifler, it It oenerally considered lound procedure ♦or jchool 
authontiet to act •mmediatety at they think bett to tave the life of the child, even if thlt may appear contrary to tome parental 
inttructiont. e.g., rushing the child to the ntarast hospital instead of to a tfMcifiad hospital which it at a greater dittance. 
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3 PHYSICAL. HEALTH, SENSORY. AND RELATED CONDITIONS^ontinued 

3 80 00 EMERGENCY INFORMATION^ntinuad 

3 80 02.00 Enrergency Factor-^Contifiued 

.15 Diabetes 

•17 Drug degj^ndency (specify) 

.19 Epilepsy 

.23 Heart disease 

.24 Hemophilia 

.37 Rheumatic fe \w 

.91 Wears contact lenses 

.92 Medical waiver-Special notation if. for any reason, the student has been granted a waiver and 

is not required to submit to certain medical examinations or treatments. The reason for grant* 
ing the waiver should be specified. 

emer gency /Sgctor -Emergencv factors other than those included under items 
3 80 02.01 to 3 80 02.92, e.g., a special blood condition. Any such emergericy factor 
should be specified. 

3 80 03 Physician 

The name, adJress, telephone number, and any other pertinent information concerning the 
physician, physicians, or ciin c to be contacted in the case of medical emergency, including 
areas of speciality, if relevant. 

3 80 04 Hos. ^1 Preference 

The name of the hospital to which the family wants the student taken under emergency 
conditions. 

3 80 05 Dentist 

The name, address, telephone number, and any other pertinent information concerning the stu* 
dent's dentist. 

3 80 06.00 Irtsurance Coverage 

The nature of insurance covering the student's hospitalization and other medical care. 

.01 School insurance coverage 

.02 Other insurance coverage 

.03 No insurance coverage 

3 80 07 Religious Considerations 

Restrictions and other considerations for medical treatment because of the drctrines of the 
student's religion. 

71 



DEFINITIONS 



61 



3 80 09 Other Specific Information and Instructions 

Detailed specific instructions-other than those included above-from the student's parents, 
physician, or dentist for medical or dental treatment or handling in the wise of an emergency. 

MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS 
AND RELATED STUDENT CHARACTERISTICS 

4 00 00 

Information recorded under xhis heading involves the student's mental, emotional, and behavioral character- 
istics, as indicated by the results of standardized tests and inventories and by the findings of psychological 
appraisals. 

When an examination or observation is made and the findings are recorded under the headings of this section, 
the individual making the examination or identification should be technically or professionally qualified to do so! 
The dates of the examination or observatioi . should be noted for all items. 

Students identified according to local. State, or Federal regulations as requiring special educational planning and 
services for behavioral or psychological reasons should have their condition identified in the section below; these 
students also should be counted under the appropriate category (s) of 8 01 00. page 106. 

Some of the information which might be recorded under the following headings may be of a confidential nature 
and should be used and transferred with discretion. Guidelines for confidentiality of student data are included in 
chapter II. 

4 10 00 MENTAL. PSYCHOLOGICAL. AND PROFICIENCY TESTS AND INVENTORIES 

Under this heading i$ included complete information for each standardized test and inventory 
taken by a person, including the name and type of test, the form and date of administration, the 
testing site, the results, and the norm group. 

4 11 00 Test Identification 

Identification of the specific test or tests used. 
4 11 01.00 TypeofTrst 

The general classification of the test administered to a person, based upon the use for which 
the information is derived. 

•01 Mental ability ( intelligence) test- An examination of a person's general ability to make 

successful and rapid adaptation to new situations and tc earn from experience. 

•02 Cognitive and perceptual skills test -Ar examination measuring components of a person's 

mental ability, such as visual memory, fi ju re-ground differentiation, auditory memory, 
reasoning ability, and sequential processing. 



.03 



Scholastic aptitude test- An examination of the potential of a person to succeed 
academically, as measured by tests of performance. 



ERIC 



. 1 1 Achievement test-An examination that measures the extent to which a person has acquired 

certain Information or mastered certain skills, usually as a result of specific instruction. 
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESUL TS 
AND RELATED STUDENT CHARACTERISTICS-Continued 

4 10 00 MENTAL. PSYCHOLOGICAL, AND PROFICIENCY TESTS AND INVENTOR I ES->Contlnued 

4 11 00 Test identificMlon-Continuad 

4 11 01.00 Type of Test-Continued 



•12 Reading readiness tosf -An examination measuring interrelated factors contributing to a 

person's readiness tor reading, such as linguistic maturity, experiential background, 
perceptual maturity, and responsiveness to books and storytelling. 

.13 Diagnostic reading test -An examination giving indepth information about specific 

weaknesses in a person's reading skills that must be remedied before the person can be 
expected to make normal progress in his schoolwork. 

•14 Basic skUis test -An examination measuring the ability of a person to use fundamental 

reading and computational skills which are the basis of later learning and achievement. 

Tgyf of high schooi equivalency -Ax\ approved examJnacion (e.g., a test of general 
educational development) on the basis o* which a State department of education or other 
authorized agency may certify that a person has met State requirements for high school 
equivalency. (See also High School Equivalency Examination, and Tests of General Educa* 
tional Development (GEO) on pages 1 19 and 128 in the Glossary.) 

•16 Admission test- Ar\ examination used in the admission procedure. It may be used as a part 

of the selective admission procedure to an educational institution or, as in some public 
colleges, as a device for validating work of doubtful quality. 

•1^ Advanced placement test- An examination to measure the achievement of a student in a 

subject-matter area which may qualify him to bypass the usual initial college couiie in this 
area and begin in his college work with a more advanced course and possibly with some 
college credit. 

•21 Manuai dexterity test -An examination of a person's ability to move the hands easily and 

skillfully. Such a test nwy be used in the identification of aptitudes for certain occupations. 
(See also 4 11 01.22, Psychomotor test.) 

•22 Psychomotor test -An examination to measure the motor effects of a person's mental or 

cerebral processes. 

•31 Mechanical aptitude test -An examination of a person's potential ability to succeed in work 

or study involving the understanding and manipulation of machinery and mechanical 
devices. 



•32 Musical aptitude test- An examination designed to predict the extent to which a person may 

be expected to profit by musical training, usually consisting of measures of such basic 
functions as the ability to differentiate among tones, tempos, and rhythms; and measures of 
musical memory. 
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•33 Mathematics aptitude Wst -Ar\ examination of a person's potential abiiity to understand 

mathematical concepts and to learn to perform mathematical operations quickly and 
accurately. 

•34 Scientific aptitude test- An examination of a person's potential ability to understand 

scientific concepts and to learn to perform scientific operations quickly and accurately. 

•35 Stenographic aptitude test- An exarnination of a person's potential ability to learn to 

perform stenographic operations quickly and accurately. 

•36 Clerical aptitude test- An examination of a person's potential ability to learn to perform 

such work as checking sums, filing, accounting, and typewriting. 

37 Artistic aptitude te$t- An examination of a person's potential ability to learn to perform in 

the area of art. 

.38 Interest mventory '-An examination used to measure a person's likes and dislikes, typically 

determining the extent to which a person's pattern of likes and dislikes corresponds to those 
of persons who are known to be successfully engaged in a given vocation, school subject, 
program of studies, or other activity. 

•39 Other aptitude test- An examination designed to indicate a person's potential ability to learn 

to perform a certain type of activity oth ■ than those listed in items 4 11 01.21 to 
4 11 01.38. Any such type of activity should be specified. 

•4^ Attitudinal test- An examination to measure the mental and emotional set or pattern of 

likes and dislikes held by an individual or group, often in reLtion to considerations such as 
controversial issues and personal adjustments. 

•51 Criterion referenced test- An examination for which an individual's score indicates the 

relationship of the individual's performance to a specified criterion, e.g., a specified score on 
a licensure test, a given number of words to be typed per minute with a specified degree of 
accuracy, ability to operate a given piece of equipment, and ability to perform examples of a 
type of arithmetic computation with a specified accuracy within a given time limit. (See also 
Norm-Referenced Test on page 122 of the Glossary.) 

•99 Other test- A type of examination other than those included in items 4 11 01.01 to 

4 11 01.51. Any such type of test should be specified. 

4 11 02 Name of Test 

4 11 03 Publisher of the Test 

The name of the publisher of the test used. 

4 11 04 Copyright Date of Test 

The latest copyright date as indicated on the test. 
4 11 05 Level of Test 

4 11 06 Form of Test 
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4 MENTAL. PSYCHOLOGICAL. AND PROFICIENCY TEST RESUL TS 
AND RELATED STUDENT CHARACTER ISTICS-Continued 

4 10 00 MENTAL. PSYCHOLOGICAL. AND PROFICIENCY TESTS AND INVENTORIES-Contlnued 
4 12 00 Form of Test Administration 

The general manner in which a test is administered. 
4 12 01.00 Group/Individual Test 

•01 Group te$t -A test that may be administered to a number of individuals at the same time bv 

one examiner. 

.02 Individual test- test that can or should be administered to only one person at a time. 

4 12 02.00 Written/Oral/Performance Test 

•01 Written-^ test which utilizes written language in its administration. 

0£?/-A test which utilizes spoken language in its administration. 

•03 Performance -^ test in which the subject responds by overt action (such as fitting pegs into 

a pegboard or tracing a maze), rather than by making a written or oral response. 

•99 Other 

4 1 2 03 Language in Which Test is Written or Given (if not English)^ ' 

4 12 04 Date Test was Administered 

The calendar year, month, and day on which the test was administered. 
4 12 05 Location of Test 

The place where the test was administered; for example, the city. State, or institution. 
^^2 06 l^a^e and Title of Person Administering Test 

4 13 00 Test Scoring 

4 13 01 Test Results 

Any meaningful statistical or verbal expression of the raw score(s) the individual on the test 
whether given in comparison to the test score distribution or converted into derived scores uti- 
lizing some such unit as age. school grade, deviations from the mean, or percentile rank 



* 'Codes for languages are included in appendix G, page 195. 
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The difference between the lowest and highest scores obtained on a test by a given group with 
which the individual took this test. 



4 1 3 03 Norm Group 



The kind of group for which the scores of the test have been "standardized'' for use in 
interpreting test results, e.g., national, regional. State, or local. If the test is criterion- 
referenced, this fact should be indicated in place of norm group (see item 4 11 01.51). 

4 13 04 Type of Score Reporting 

A type of measure based on a specified sample and used in the interpretation of raw scores. 
Examples are mean, median, percentile, stanine, grade equivalent, and standard scores for a 
specified sample. 

4 20 00 REFERRALS FOR SCHOOL WORK OR FOR INTELLECTUAL, SOCIAL, OR EMOTIONAL 
REASONS 

Information entered into this category concerns instances in which the student is referred to a 
person or agency for diagnosis, assistance, or guidance with respect to his school work or for 
intellectual, social, or emotional reasons. Because of the interrelatedness of factors contributing to 
educational problems of students, this information may be combined completely or in part with 
information under 3 40 00, Referrals for Physical, Health, Sensory, and Related Conditions. 

4 20 01 Person or Agency Making Referral 

The name and title (or professional relationship to the student) of the person-or name of the 
agency— making the referral. 

4 20 02 Person or Agency to Whom Refened 

The name, title, and address of the person or agency to whom the individual was referred. 

4 20 03 Cause of Referral 

The specific condition or reason(s) indicating that a referral is necessary or advisable, e.g., 
emotional problems, retarded reading skill development, and difficulty with oral communication. 

4 20 04.00 Purposefs) of Referral 

•01 To obtain a diag nos is of the student's condition, problems, and needs 

.02 To determine if the student qualifies for a special program 

.03 To obtain treatment 

.04 To obtain guidance 

.05 To obtain disciplinary action 

.09 To achieve other purpose (specify) 

4 20 05.00 Referral Completed 

An indication as to whether or not the student was seen by the agency or person to whom 
referred. 
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS 
AND RELATED STUDENT CHARACTERISTICS-Continueti 

4 20 00 REFERRALS FOR SCHOOL WORK OR FOR INTELLECTUAL. 
SOCIAL. OR EMOTIONAL REASONS-Ccmtinuad 



4 20 05.00 Referral Completed-Continued 



.01 /a 

.02 Ato 

.03 No information 

4 20 06 Report from Referral Person or Agency 

The nature of action taken by the person or agency to whom the referral was made. If the 
student is suspended or expelled, such action should be noted here; further, any relevant 
information obtained during resulting hearings or proceedings should also be noted. 

4 30 00 SPECIAL MENTAL AND PSYCHOLOGICAL CHARACTERISTICS 



This category includes the identification of special behavioral and psychological characteristics of 
the student, as determined by qualified professional personnel. Students identified according to 
local. State, or Federal regulations as requiring special educational planning and services ^or 
behavioral or psychological reasons should have their condition identified in the section below; these 
students also should be counted under the appropriate category (s) of 8 01 00 on page 106. 

4 30 01.40 Gifted and Talented 



Persons identified by professionally qualified pe sonnel as being mentally gifted or talented in 
specific areas such as those listed below. 

As the term is used in this handbook, the "mentally giited" include individuals whose potential 
is so high or whose level cf mental development k so far advanced that they have been 
identified by professionally qualified personnel as needing additional educational opportunities 
beyond what is provided by the usual school program if they are to be educated to the level of 
their ability. 

As the term is used in this handbook, the "talented" include individuals identified by 
professionally qualified personnel as being capable of high performance in one or more areas of 
special competence. Among these areas of special competence are creativity; leadership ability 
and social adeptness; and facility in the productive and performing arts. 

Generally, the gifted and talented as a group are believed to comprise 3 to 5 percent of the 
school-age population. 

Gift ed in general academic woA/r -lncluding mathematics, science, social studies, reading, 
foreign languages, and other language arts. 

Talented in fine arts areas -Including music, dance, arts of desi^^n, and dramatics. 
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Talented in vocational and tecAn/ca/aiyy Including the skilled trades and drafting. 
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Gff^d or t alented in other areas - Including athletics, human relationships, leadership, and 
creativity in areas not identified above. 

4 30 02.51 Underachsevers 

Students who score consistently and significantly below their expected performance levels on 
standardised achievement tests. Their expected performance levels are determined by using 
scores on standardized tests of ability to predict performance on standardized tests of 
achievement. 

4 30 03.52 Slow Learners 

Students who display evidence of having difficulty in adjusting to the usual curriculum in one 
or more academic areas, requiring modification of school offerings within the regular classroom 
in order to attain maximum growth and development. The term should be used in referring to 
the student's capability in specific academic areas rather than to the student's general level of 
mental ability. 

4 30 04.60 Mentally Retarded 

Individuals identified by professionally qualified personnel as being mentally retarded, according 
to degree of retardation. This includes those individuals whose level of mental development is 
such that they have been identified as unable, without special help, to profit from the usual 
school program. Children in this category are classified educationally as educable mentally 
retarded, trainable mentally retarded, and severely mentally retarded. 

.61 Educable mentally retarded -MentaiW retarded individuals who are educable in the 

academic, social, and occupational areas, even though moderate supeaision may be 
necessary. 

.62 Train able mentally ^farctetf- Mentally retarded individuals who are capable of only very 

limited meaningful achievement in traditional basic academic skills, but who are capable of 
profiting from programs of training in self-care and simple job or vocational skills. 

•63 Severely mentally retarded -UmXaWy retarded individuals for whom neither self-support nor 

significant improvement in performance is anticipated. 

4 30 05.71 Seriously Emotionally Disturbed 

Individuals identified by professionally qualified personnel as having an emotional handicap of 
such a nature and sev*;iity as to require one or more special services, whether or not such 
services are available. Such services-for conditions such as autism, schizophrenic-, and other 
psychotic conditions-include but are not limited to institutional care, other professional 
treatment or care, and instruction in special classes on a full-time or part time basis. 

4 30 06.72 Socially Maladjusted 

Individuals identified by professionally qualified personnel as having unusual difficulty or 
unacceptable behavior in interpersonal relationships to an extent as to require special services. 

4 30 07.73 Children With Specific Learning Disabilities 

Children who have a disorder in one or more of the basic psychological processes involved in 
understanding or in using language, spoken o- written, which disorder may manifest itself in 
imperfect ability to listen, think, speak, read, write, spell, or do mathematical calculations. 
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESUL TS 
AND RE LA TED STUDENT CHARACTERISTICS-Continued 

4 30 00 SPECIAL MENTAL AND PSYCHOLOGICAL CHARACTERISTICS-Ccntinued) 

4 30 07.73 Childivn With Specific Learning Disabilities-Continued 

Such disorders include such conditions as perceptual handicaps, brain injury, minimal brain 
dysfunction, dyslexia, and developmental aphasia. Such term does not include children who 
have learning problems which are primarily the rasult of visual, hearing, or motor handicaps, of 
mental retardation, of emotional disturbance, or of environmental disadvantage.* * 

4 30 09.90 Other Behavioral and Psychological Characteristics 

Special behavioral and psychological characteristics other than those included under 
4 30 01.40 to 4 30 07.73. such as drug dependency. Any such characteristic should be 
specified. 

4 40 00 MOST EFFECTIVE STYLES OF LEARNING 

Data included under this heading concern the manner in which the student appears to learn best. 



ENROLLMENT 
5 00 00 

Enrollment is a broad category which includes data about the student's entrance into the situation in which he 
receives instruction (e.g., school, class, and instruction by correspondence), about his membership (including 
attendance, absence, tardiness, and early departure), and afjout his withdrawal (including completion of school 
work, transfer, dropout, and death). Some State laws require the maintenance of this data not only for students 
actually enrolled in a public school, but for students in nonpublic schools as well. 

Many school systems are adopting a recordkeeping procedure for students based on the concept of continuous 
student accounting. This involves the acceptance of responsibility to account positively for a student once he has 
enrolled n thp school or school system. Under this concept, the student's name remains on the membership rolls- 
even though he does not appear for classes at the beginning of a term-until it is determined that his name should 
be withdrawn from the rolls.*' If reliable information cannot be obtained about the condition status or 
intentions of an absent student within a reasonable length of time, his name should be placed in category 
5 53 02.49. discontinuance of school for unknown reasons, so that he is no longer counted in membership. 



"Thi« i, the wording of the definition in P.L. 91-230. ESEA Amendments of 1969: Title VI. The Education of the Handic-pped 



Act 
at 



fiJr« fo^Stlt^ aTf l " "«V increase ^curacy of membership 

St«.? For stlfa 17 • I 'T"'"' comparability of membership data among local «:hool systems and among 

f*m fv theif ! udlnrr l'^"''"' ^'""1"''" °* State funds ba«Kl on m«T,bershlp may be more equitable when school, 
Identify the r student, as being ,„ active membership statu, (for which State funds are paid) or inactive membership status (for 
which State fund, are not paid). School, retain r.,pon,ibility for .tudent, in both categoriw membership status (for 

Th."wli;iTr considered to enter active membership for a given «hool term when they ettend dawes 

Lmher ^ 1^" T T T i''' °' '•"'""^ '° '"-"'^ "^-^ °* being -""nt for a given 

number of consecutive days (e.g.. 5 d.vs. sufficient to cover absence, due to mon common childhood disea«s) Students are in 
.n«:t,ve status before they attend any claues ior , new regular ^ool term, before they attend c^.^^7^nVnTJTJ^J^^^^ 
indicate intention to enroll or transfer, or after they have be«n ab^itfAfllven number of day, (e g 5 day,) 
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This handbook reflects the concept of continuous student accounting, which is illustrated diagramaticallv in 
figure I Vd. Note that this concept and the codes which are suggested are usable in schools with all tvpes of yearly 
schedules. However, for those schools which continue to utilize the student accounting procedures described in the 
previous pupil accounting handbook (196^), appendix F contains the previous descriptions and codes 

Care must be exercised by the school system in counting membership and attendance to make 
appropriate modifications for dual enrollment or shared-time arrangements, for released time, and for 
pdrt'time status. 



5 10 00 ENTRANCE (ADMISSION) 

Information included under this heading concerns the entrance or reentrance of the student into 
a school or other instructional situation. This information classifies the entering student by type of 
entry (i.e.. original entry, reentry, or other entry) and includes a description of the situation in 
which he IS to receive instruction (e.g.. the instructional organization entered, grade entered 
location of instruction, and type of class entered). 

5 11 00 Date of Entry or Admission 

5 11 01 Date of Entry 

The complete date (year, month, day) on which the student first is present to receive 
instruction in a class, school, or school system. 

5 11 02 Date of Admission 

The semester, quarter, or other term in which a student is admitted to an institution such as a 
community /junior college or technical institute. 

o 12 00.00 Type of Entry" 

A student entering an elementary or secondary school in the United States or its outlying areas 
during the regular school term is classified as an original entry (item 5 12 00 01) or a reentry 
(items 5 12 00.1 1 to 5 12 00.17)'' A student entering an elementary or secondary school for a 
summer school term or an adult education instructional organization at any time during the year 
is classified under item 5 12 00.21. Other Entry. The admission status of a student in a 
j;ommunity/junior college may be indicated under item 5 13 00. 




!r?m?ho l'<ii"~ ""*^u '°.^?w" °* Entries and Withdrawals will fmd the terms and codes 

from the 1964 wrsion of Handbook V in appendix F. ^"uc» 

" For overseas dependents schools operated by the U.S. Department of Defense and independent American overseas sdiools the 
following terms and codes should be used for Typo of Entry: »cnoois. ine 

.04 F.rjt entry in any school (F)-fK person who for the first time anywhere enters school, whether an elementary or secondary 
school. ' 

.11 Reentry from the some school (Si -ISoe Item 5 12 00.11.) 

.12 Reerttry from » DOD overseas dependents school (O)-fK student received from an overseas dependent, schooJ operated by 
the U.S. Department of Defense. If desired, .he Mjecific ichooi or area from which received may be identified by a code 
designation developed for that purpose. 

.13 try from an independent American overseas school (If- A student received from an independent American overseas 
school. If desired, the specific school or area from which received may be identified by a code resignation developed for 
that purpose. 

.16 Reentry from the United States or iu outlying areas M-A student received directly from a school in the United States or 
Its outlying areas. «. 

.17 Reentry from another country (C)-A student received directly from an overseas school other than an independent 
American overseas school or a school operated by the U.S. Department of Defense. (In this instance, the language of 
instruction at the previous school should be indicated with a designation from appendix G. page 195.) 
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: 5 BNROLLMENT-Continued 

5 10 00 ENTRANCE (ADMISSION)--Continu«d 
5 12 00 TygM of Entry-Continued 

An original entry is a student who for the first time in the United States or its outlying areas 
enters any public or nonpublic elementary or seconda'-y school. The number of original entries is 
a cumulative total, increasing during any given term and never decreasing. 

A reentry is a student who previously entered any class in the same elementary or secondary 
school or in any other school in the United States or its outlying areas. The categories of reentry 
are designated by the symbols R1 through R7, as defined in items 5 12 00.1 1 to 5 12 00.17. In 
every case, students in this category already have been recorded as original entries in some school 
of the United States or its outlying areas. 

itj Information about type of entry should be current for all persons for whom the school system 

; has responsibility, e.g.. for all children within the ages of compulsory school attendance residing 

within the geographic area of a given school district. Each such person should be identified 
according to type of original entry or reentry, or according to his reason for nonentrance (see 
5 60 00 on page 89). 

•0^ Original entry student who for the first time in the United States or its outlying areas 

enters any public or nonpublic elementary or secondary school.^" 

r 

I Reentry fr om the same school (RU -^fK s'.udent continuing in membership in the same 

elementary or secondary school from one term to the next because of a transfer, promotion, or 
demotion, or who transfers fiom one homeroom or class to another during a school term, OR, 
a fo'-mer student whose most recent previous school membership was terminated at the same 
school by dropping out (this being identified with the use of 5 14 001. 

.12 Reentry from a public school in the same focal administrative unit fR2h A student received 
from a public school located in the same local administrative unit. If desireJ. the specific 
school may be identified by a local code designation. 

• 1 3 Reentry fro m a nonpublic school in the same local administrative unit (R3) -A student received 

from a nonpublic school located in the same local administrative unit. If desired, the specific 
school may be identified by a local code designation. 

14 Reentry from a public school in the State, but outside the local administrative unit (R4) -fK 

student received from a public school located in the same State but outside the local 
administrative unit. 

•15 Reentry from a nonpublic school in the State, but outside the local administrative unit /RS) -A 
student received from a nonpublic school locatHfS in the same State but outside the local 
administrative unit. 



• •Where desirw,. the code .01 for Original Entry may be iubdivided so that an original entry mav be identified by the code .02 lA/hen 
received directly from an independent American overseas school or DOD overseas dependents school, f urther, the country from 
which received may be indicated with the appropriate code designation from appendix E. pages 179-190. 
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5 10 00 ENTRANCE (ADMtSSION)-Continued 

5 12 00 Type of Entry-Continued 

.16 Reentry from another State fR6) -A student received directly from a school in another State. 

If desired, the State from which received may be indicated with an appropriate code designation 
rrom appendix O, page 177. 

.17 Reentry from another country (R7) -A student received directly from a school in another 
country, after having previously been a student in a school in the United States or its outlying 
areas.^ ' 

.21 Other entry (O) --A student who enters an elementary or secondary school for a summer term 

or enters an adult education instructional organization. If a more detailed classification is 
desired, such a student in an elementary or secondary school may be further classified under 
this heading and in a n.anner similar to that presented in 2 60 41, Administrative Unit 
Location; 6 11 01, Type of Program of Studies; or 8 01 00, Students with Special 
Characteristics. The admission status of community/junior college students may be indicated 
with the use of items under 5 13 00, Admission Status. 

5 13 00.00 Admission Status (Community /Junior Coitaga) 

The st;jtus conferred on the student when he is admitted to the institution. 

.31 Regular student (A f} —\n community/junior colleges, an unrestricted status for students who 

meet all the regular admission requirements of the institution. Regularly admitted s'^udents 
with program restrictions should be classified under 5 13 G0.39. 

.32 Probationary student (A2) -Uy community/junior colleges, a terAporary status for all entering 
St dents having less than a stated academic achievement in their high school graduating class, or 
who a::hieve less than a stated score on a standardized test. 

.33 Guest student f A3) -In community/junior colleges, a status which may be granted a part-time 
student attending another college or university on ^ full-time basis. 

.34 Higfi school student (A4) -^\n community/junior colleges, a student currently enrollei in a 

secondary school who is eligible for a program or course at the institution maintaining the 
record. 

.39 Other Status fA9) — Any other community/junior college admission status not included in items 
5 13 00.31 to 5 13 00.34. Frequently a student with this status is referred to as a ''special 
student." 



Where dfwired, the code .17 for Reentry troin 4r>other Country may be subdividtd to that the code .18 identifies a student re* 
cehrad from an ovirseas dependents schooi operated by the U.S. Oeparcment of Oefenie, and .19 identifiat a student received from 
an independent American overseas school, while .1 / identifies a student received from an overseas school other thian those included 
i;i .18 and .19. Further, the country fror.i which received may be indicated with the appropriate code designation from appendix 

e. 
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5 14 00.00 Formar Dropout 

A student whose most recent school membership was in an elementary or secondary school and 
was terminated by dropping out. This category is included to provide useful information, where 
appropriate, to augment items 5 12 00.11 to 5 13 00.30. 

•0^ Oropout with certificate of high schoo/ equivalency. 

.02 Other former dropout 

5 15 00 School or Oth«r Institution Prtviously Attended 

Information relating to institutions previously attended by the student. In the case of elementary ^ 
and secondary schools this refers to the school from which the student transferred. In 
community/junior colleges this includes any institution from which transfer credit has been 
accepted. 

5 15 01 Name and Address of School or institution From IMiich Rerrfved ^ 

The full name and address of the school or institution from which the incoming student is 
received, including the official name and address of the school (or school system) or 
institution. 

5 15 02 '^ame and Address of Other Institutions n-wiously Attended 

The full name and ado, ess of institutions previously attended by the incoming student other 
than the one from which the student is received directly (see 5 15 01). This is particularly 
applicable to community/junior colleges accepting credits from other institutions of higher 
learning. 

5 1 5 03 Type of School From Which incoming Student is Received 

The general control of the school from which the student is received (including higher 
education institutions). Such schools include public schools and private or nonpublic schools 
such as church-related schools, independent nonprofit schools, and proprietary ichools (see 
definitions in the Glossary). 

5 16 00 Educational Levd Previously Completed by Adult Education Studant 

An indication of the years of school previously completed by a student who registers for 
adult/con{inuing education. See figure IVb. page 36. for terminology and codes. 

5 17 00 School Eniarad 

Information about any school where the student enrolls for instruction. Information abc^t 
current school normally is not carried in an individual student's record, but needs to be included 
when the record is sent elsewhere. 

5 17 01 IVame of School and School System 

The official name of the school and the school system, including any standard descriptive title. 
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5 10 on ENTRANCE (ADMISSiON)-Contlnuod 

5 17 00 School Enttr«d~Continu«d 

5 17 02 School vtd Systtm Numtm or Co<h (if m)Yt 

5 17 03 SchoQiAddnss 

5 18 00.00 Dual Enrcli<n«nt 

Any arrangement whereby a student regularly and concurrently attends two schools which share 
direction and control of his studies. For example, the student may attend a public and a 
nonpublic school ^rt time. pursuing part of his elementary or secondary studies under the 
direction and control of the public school and the remaining part under the direction and control 
of the nonpublic school; or. he may attund public secondary school part-time and an area 
vocational school part-time with the diiection and oontjrol of his studies similarly shared by the 
two institutions. 

Where appropriate, item 5 18 00.01 should be used to indicate that the student is enrolled in 
two schools. The items which follow should be completed to describe the second school in the 
same mar r v that the items under 5 1 7 00 describe the school having primary responsibility for 
the student. 

5 18 00.01 Dual inrollrMnt 

5 18 01 Name of Second School and School System 

5 18 02 Number or Coda of Sacond School and Sy$t»m f if any) 

5 18 03 ' Address of Second School 

5 19 00 Type of School or Institution Entered'^ 

The classification of th.' entering student according to the type of school or institution in which 
he is to receive instruction. 

Some areas may have "community schools" which include any or all of the categories listed. If de- 
sired, such an institituion may be icjentified as a separate type of school. 

5 19 01.00 Prescf.'ool Organization 

A preschool organization provkJfe jrganized Instruction prior to Instruction offered as a part 
of an elementary school program. A preschool day-care center, head start program, or kinder- 
garten school is included when it Is not an integr«l part of a regularly established school 
cystem. 
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Preschool p/ogrA -x-A beginning group or class enrolling children younger than 5 years of 
age and organiz provide educational experience under professionally qualified teachers, 
usually in cocperavion with parents, during the year or years immediately preceding 
kindergarten (or prior to entry into elementary school when there is no kindergarten). 

Day can center-A center under professional guidance designed to Provide care for 
prekindergarten children of working mothers and others while providing, at the same time, 
educational experiences for the children. 

Haad start program -A child development program which offers economically disadvantaged 
preschool children learning experiences, health screening (including examination of physical 
condition, dental health, mental health, and nutrition), and treatment where required. 
Full-year programs are provided fof children as young as 3 years old. In some instances, 
summer enrichment programs are offered for children who will enter school for the first 
time the following fall. 

Other organization -Anv organized activity for children operated by professionally trained 
teachers prior to entry into k-ndergarten (or prior to entry into elementary school when there 
is no kindergarten) notdeicribed in items 5 19 01.01 to 5 19 01.(J3. 



Elementary. Middle, and Secondary Schools 

An elementary school is a school classified as elementary by State and local practice and 
composed of any span of grades not above grade 8. A preschool or kindergarten school is 
included under this heading only if it is an integral part of an elementary school or a regularly 
establi;>hed school system. This includes all programs administered by the school or school 
system, regardless of source of funds. 

A middle school is a separately organized and administered school usually beginning with grade 
5 or 6. with a program designed specifically for the early adolescent learner. Most middle 
schools presume, in ultimate plan if not in present realiiy. t. 4-year high school for the grades or 
years which follow, as in a 4-4-4 plan or a 5-3-4 plan. 

A secondary school is a school comprising any span of grades beginning with the next grade 
following an elementary o' middle school and ending with or below grade 12. 

An adult who enters an elementary, middle, or secondary school instructional organization for 
full-time instruction is considered an elementary, middle, or secondary school student and is 
counted in the appropriate classification below. • 

Students entering elomenta*^, middle, and secondary schools may be classified under the 
following headings: 

B' 'ynentary sch o ol: Regular school term -An elementary school beginning usually in the late 
summer or fall and ending m the spring. T^e school term may be interrupted by one or more 
vacations. 

Elemantar/ school: Sum mer school term -An elementary school conducted in the summer 
between the end of one regular school term and the beginning of tne next regular school 
term. 
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5 £NROLLMENr-Continued 

5 10 00 ENTRANCE (ADMISSION)-Contmued 

5 19 00 Type of School or Institution Entered-Continutd 

5 19 02 ElemsnUiy, Middle, 9ndSecon^rYSchools-Continij^ 

•21 Middle school: Regular school term -A middle school beginning usually in the late summer 

or fall and ending in the j^pring. The school term may be interrupted by one or more 
vacations. 

•22 Middle school: Summer school term -A middle school conducted in the sumtner between 

the end of one regular schoo! term and the beginning of the next regular school term. 

.31 Junior high school - A separately organized and administered secondary school intermediate 

between the elementary and senior high schools, usually including grades 7, 3, and 9 (in a 
6*3-3 plan) or grades 7 and 8 (in a 6-2-4 plan). 

•32 Five- or G-yeer high schoc i-A secondary school served by one faculty organized under one 

principal which irclurles more then four grades, is not divided on a junior and senior bas»\*, 
and is not preceded t>y a junior high school in the same school system. 

.33 Junior-serfior high school -A secondary school organized on a junlor*senior basis and 

administered under one head as one unit. This include$ secondary schools organized on a 
2-vear junior and a 4-vbar senior high school plan, a 3-year junior and 3-year senior high 
schoc! plan, and any other plan based on a junior*senior organization. 

•34 Senior hi^ school -A secondary school offering the final years of high school work 

necessary for graduation and invariably preceded by a junior high school. 

•35 Four-year high school -A 4 Year secondary school immediately following the elementary 

school (as in a 8-4 plan) or a middle school. This includes 4-year vocational and technical 
high schools. 

•36 Other secondary school -A s^ondary school conducted during the regular school term, 

other than those identified under items 5 19 02.J1 to 5 19 02.35, such as the Incomplete 
regular high school, and any newly organized high school that ultimately will have additional 
grades. A secondary school exclusively for adults and youth beyond the age of compulsory 
school attendance should not be included here but, rather, should be included under 
5 19 04, Adult School or Other Arrangement for Adult/Continuing Education. 

•37 Secondery school: Summer school term -A secondary school conducted in the sur.imer 

during the period b#^*ween the end of one regular school term and the beginning o^ the next 
regular school term>. . 

5 19 03.00 Community/Junior College 

A community/junior college is an institution of higher education which usually offers the first 
two years of college instruction and career education, grants an associate's degree, and does not 
grant a bachelor's degree. It is either a separately organized institution (public or nonpublic) or 
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an institution which is a part of a public school system or system of junior colleges. Offerings 
include transfer, occupational, and/or general studies programs at the postsecondary 
mstructional level and may also include adult/continuing education programs. 

A student who registered for instruction in an adult/continuing education program of a college 
may be recorded both under item 5 19 03.40 for institution entered and item 5 23 00.81 for 
type of program entered. 

.40 Commuhity/Junior Collage 

5 19 04.00 AfiultSchoolorOther Arrangement for Adult/Continuing Education 

Adult/continuing education is instruction designed to meet the unique needs of adults and 
youth-beyond the age of compulsory school attendance-who have either completed or 
mterrupted their formal education. This may be provided by a school system, college, or other 
agency or institution (including a technical institute or area vocational school) through 
activities and media such as formal classes, correspondence study, radio, television, lectures, 
concerts, demonstrations, and counseling. 

While most students in adult/continuing education receive their instruction in courses to which 
an instructional level has not been assigned, adult/continuing education often includes 
mstruction at the elementary and secondary instructional levels in classes, through corre- 
spondence, or by other means. Adult/continuing education also includes instruction at the 
post-secondary instructional level for which credit is not given toward a degree or toward the 
completion of a program. 
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Adult school -^ separately organized school providing instruction for adults and youth 
beyond the age of compulsory school attendance. 

O tfwr arrangement for adult/continuing erJucatlon -An arrangement for providing adult/ 
continuing education other f in that included under item 5 19 03.40. Community/Junior 
College, or item 5 19 04.51. Adult School, such as a separate department or division within 
a school or school system. 

5 21 00 Grade Entered or Yaw in School 

See figure IVb. page 36. for terms and codes for educational levels and grades. 
5 22 00.00 Location of Instruction 

The location ar.u naxui^ the facility or facilities ufed for instruction and for wrvices supporting 
mstruction, e.g.. a school facility, a hospital, or the home of the student. Refer to Location of 
Instructio on pages 96 and 97 of Handbook VI for definitions. 

A community/junior colleoe may wish to identify the specific location where the studt^nt receives 
the majority of his instruction, e.g.. at a specific building or canp^is of a multi-campus institution 
or at an off-campus adult education center. 

.01 This school 

.02 Another school In the teime ichoa! sy sta-n 
•03 A school tit ano^ier fchool syste m 
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5 ENROLLMENT-Continued 

5 10 00 ENTRANCE (AOMISSION)-Continued 

5 22 00 Location of Instruction-Continued 

.04 Home of student 

.05 Hospital 

.06 Business, commercial or industrial facility 

.09 Qt/yer nonschool location 

5 23 00.00 Type of Program Entered (Community /Junior College or Adult/Continuing Education) 

A student who registers for instruction in a community/junior college or adult/continuing 
education instructional organization may be classified under one of the following categories 
according to the objectives of the student in the program in which he is to receive instruction. If 
the institution wishes, it also may classify the student according to the general content of his 
program instruction. 

•41 General education program - A secondary school, junior college, or adult education program of 

studies designed primarily to prepare students for the common activities of persons as citizens, 
family members, and workers, and which is contrasted with specialized education which 
prepares for an occupation or career. For reporting purposes— so as not to be reported 
twice-students in college transfer programs having instructional content of a general education 
or liberal arts nature should be included under item 5 23 00.51 rather than under this 
category. 

.42 Occupational program —A secondary school, junior college, or adult education program of 
studies designed primarily to prepare students for immediate (i.e., job-entry level) employment 
or upgrading in an occupation or cluster of occupations. Additional information about such a 
program may be provided by indicating area of major specialization or minor specialization (see 
6 11 04 on page 91), type of occupation program of studies (see 6 1 1 02 and 6 11 03 on 
page 91) and occupational goal of students (see item X 2j 44 on page 88 of Handbook VI). 
For reporting purposes-so as to not be reported twice-students in college transfer programs 
having instructional content of an occupational nature should be included under item 
5 23 00.51 rather than under this cate<^ ry. 

.51 Transfer program -A program of studies, at the postsecondarv instructional level, designed 

primarily to 'ield credits which are chiefly creditable by 4-year colleges and universities toward 
a bachelor's degree. Students in transfer programs may be further identified, according to the 
content of their studies, by area of major specialization, area of minor specialization, and 
occupational goal of students (see 6 41 01 on pages 100 and 101,6 11 02 and 6 11 03 on 
page 91, and 2 11 06 on pages 35 and 37 in this handbook; and X 21 44 on page 88 in 
Handbook VI). 

•81 Adult/continuing education program -The program of instruction provided by a community/ 

junior college or adult/continuing education instructional organization for adults and youth 
beyond the age of compulsory sciiool attendance, including work toward a test of general 
educational development. Activities which are primarily social, recreational, or for the purpose 
of producing goods are not included here but are included under item 5 23 00.91, Other 
activity. 
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.91 Other xtivity-fK forum, meeting, or activity which is primarily social, recreational, or for 

the purpose of producing goods. 

5 24 00.00 Type of Class (or Instructional Grouping) 

The type of class(es) or grouping(s) in which the student is to receive approved instruction. 

ffgjgf/ter class -The general type of class or grouping in which most students receive instruction, 
including most classes other ttian those which are composed of students with special needs. 

•02 Special c/ass or grouping for students with special needs -A class or grouping composed of 
persons identified as being handicapped or having special educational needs, such as students 
identified under 8 01 01 on jage 106, and for whom a program of special education is 
provided. Such a class or grouping should be identified according to the type of exceptionality 
or other characteristics of the sxuu'c.ics served. Some such students may be in regular classes 
and should be counted under item 5 24 00.0^ Others may be in both regular classes and 
special classes and should be counted under itom 5 24 00.03. 

gotf? regular and special classe$ -An arrangement in which given students with special needs 
receive a portion of their instruction in one or more special classes or groupings for students 
with special needs and the remainder of their instruction in one or more regular classes. 

If^dividuat instruction -An arrangement whKreby a student receives instruction by himself and 
not as part of a class. 

.09 Other class -A m of class, or a grouping for instruction, other than those included in items 

5 24 00.01 to 5 24 00.04. Any such type of class or grouping should be specified. 

5 25 00.00 Principal Medium of Instruction 

The principal medium by which the student receives communications from his teacher{s). 

•01 Direct student teacher interaction -Instruction by one or more te-jchers physically present, e.g., 

by a single teacher or by a team of two or more teachers. 

•02 Television, radio, or telephone- \n%txuci:\on received by television, radio, telephone, or other 

similar device. 

•03 Co/reyuffctencg -lnstruction which provides for the systematic exchange between teacher and 
student of materials sent by mail. 

•04 0/>gc<W self study -S^M study under t^e guidance of one or more teachers, including the use 
of self-teaching materials and recordings. 

.99 Other m^ctfc/m -lnstruction other than that provided by the media included in items 
5 25 00.01 to 5 25 00.04. Any si zh medium of instruction should be specified. 

5 26 00.00 Full Time/Part-Timd Status 

•01 Full-time student -A student who is carrying a full course load, as determined by the State, 

local school system, or institution. A college student generally is considered to be full-time 
when he carcies jt least 75 percent of « normal student load. 
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5 ENROLLMENT-Continued 

5 10 00 ENTRANCE (ADMISSIONi-Contiiiued 

5 26 00 Full-Time/Part-Time Status— Continued 

.02 Part-time student-tK student who is :arrving less than a full course load, as determined by the 
State, local school system, or institution. 

5 27 00.00 Day /Evening Status (Community/Junior Coltege) 

.01 Day student~A studnnt who attends the majority of his classes during the daytime hours, as 

defined by the institLt'on. 

Evening studen t~A student wi«o attends the majority of his classes during the evening hours, as 
defined by the institution. 
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5 28 00 Special Prografn Modification 

A change or deviation in the normal instructional program to accommodate special needs or 
conditions of the student, such as a physical handicap or a religious belief, including the need for 
special resources. 

5 28 01 Program Modification for Religious Reasons 

Any specific program modification required or permitted in the student's school activities 
because of his or his parent's spi-cial religious beliefs or practices, e.g., released time for 
religious instruction at a church, and exemption from participating in instruction in specific 
health iubject matter. If a request for a program modification is expressed by the student or 
pe;ent, the nature of the request should be noted, the resulting program modification specified, 
and the religion recorded. 

5 28 02 Program Modification for Physical Reasons 

Any specific prohibition, limftation, or other modification required in the student's school 
activities because of the students physical condition. Any such modification should be 
specified, e.g., remedial physical education, and released time for physical therapy. 

5 28 03 Program Modification for Othsr Reasons 

A program modification for reasons not listed in 5 28 01 or 5 28 02, e.g., enabling the 
student to receive instruction not available in his school through provisions for dual enrollment 
in two secondary schools or a .wondary school and a college (see item 5 18 00 on page 74). 
Any such modification should be specified. 

5 28 04 Special Resource Requirements 

Information regarding the student's need for special assistance, for specially designed facilities, 
or for special equipment, e.g., a special -^iet for a diabetic or allergic condition, ramps for a 
wheelchair, an elevator, provisions for incoiitmence, and provisions for storing serum and admin- 
istering hypodermic injections. Thg^^^n, duration, and frequency of need should be stated. 
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5 31 00 Count or Ctftss Asslgnmmt 

Informstion about each course, class, and activity to which the student is assigned^ including 
course information, teacher, and current class assignment schedule. 

5 31 01 Coar$9/C/ss$/Acti\fity 

Identification of each course, class, or activity to which the student is assigned. 

5 31 02 Staff Member 

The name of the teacher or other staff member to whom a student is assigned for each course, 
c^ass. or activity. 

5 31 03 Room Number 

Identification of the room number or other designation for the space to which the student is 
assigned for each course, class, or activity. 

5 31 04 Period Number 

The period number, time intj.val, and/or day identifying when the student participates in each 
course, class, or activity. 

5 31 05 Lar^guege of Instruction 

The primary language of instruction in each course, class, or activity o which the studertt ;s 
assigned. Normally, this information is recorded only by exception, that is, when the language 
of instruction is other than standard American English. Codes for language of instruction are 
included in appendix G, page 195. 

5 32 00 Counaalor ^ 

The name and title of the counselor to whom the student is assigned for assistance :n makmg 
choices regarding educational, vocational, social, and personal problems. 

5 33 GO Homeroom Teacher 

The name of the teacher supervising the homeroom to which the student is assigned. 

5 40 00 MEMBERSHIP AND ATTENDANCE 

Information included under this heading concerns various aspects of the student's membership, 
attendance, absence, tardiness, and early departure. 

5 41 00 Membership Information 

information indicating the period of time the student's name is on the current roll of a class or 
scf.ool, regardless of his being present o*^ absent. The membership of a class or school is the 
number of students on the current ro!' of a given date. This may be obtained by a simple count 
or by adding t^ia total number piesent and the xo^l number absent. 

5 41 01 Number of Days of Membership 

The number c:i i%y$ a student is present plus the number of days absent when school is in 
session during a giver reporting period. 
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5 40 00 MEMBERSHIP AND ATTENDANCE-Continuod 

5 41 00 Miftibership I nf ormation -Coo tinutd 

5 41 01 NunU)erofDsysofM9mbaf^iP'-'Continued 

A student is a member of a class or school from the date he enters until his name is withdrawn 
from the rolls. During this period, the student is either present or absent on each day (or half 
day) during which school is in session. The date of withdrawal from membership is the first day 
after the date of last attendance. If known; otherwise, the date of withdrawal is considered to 
be the date on which it becomes known officially that the student left. Membership usually is 
terminated after excessive consecutive days of absence other than for long illness, or upon the 
completion of school work, transferring to another school, discontinuance of school, or death. 
(See also page 68.) 

The sum of the days present and the days absent of all students, when school is in session during 
a given reporting period, is termed ''aggregate days membership." 

A day in s^'on is a day on which the school is open and the stuctents are under the guidance 
and direction of teachers. On some days the school plant may be closed and the student body 
as a whole engaged in school activities outside the school plant under the guidance and 
direction of teachers. Such days should be considered as days in session. Days on which the 
teaching facility is dosed for such reasons as holidays, teachers' institutes, and inclement 
weather should not be considered as days in session. 

In general, membership always is considered to be "full-dme." However, when computing 
ratios for various purposes, psrsons attending curtailed sessions should be counted as if t'wy 
were !n membership for a portion of the ses^sion. For example (for purposes of obtaining 
statistical comparabfiitv only), student*staff ratios mvoiwing kindergarten and prekindergarten 
students attending a half-day session are computed as though th^se students were in 
membership for a half day. 

5 41 02 P^mtsge of Time in Ufamtership (for m individual t 

The number of days in membership divided by the total number of days school was legally in 
session during a given reporting period, expressed as a percentage. 

5 42 00 AtttndaiiM Information 

Information concerning a student's attendance, absence id tardiness in a class or school. 
5 42 01 Number of Days of Att9ndan(» 

The number of days a student is present and under the guidance and direction of one or more 
teachers while school is in session during a given reporting period. The sum of the days present 
(actually attended) of all students when school is in session is termed "aggregate days attendance." 

Attendance is ihs presence of a student on days when school is in ^ssion. A student may be 
counted piesent only when he is actually at school or is present at another place at a school 
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activity which is sponsored by the school, is a part of the program of the school, and is 
personally supervised by a member or members of the school staff. This may include 
authorized independent study, work-study programs, field trips, athletic contests, music 
festivals, student conventions, instruction for hufiiebound students, and similar activities when 
officially authorized under policies of the local school board. It does not include "making up'' 
schoolwork at home, or activities supervised or sponsored by private individuals or groups. 

M day of attendance is a schoolday during which a student is present for an entire school 
session under the guidance and direction of teachers. When a student is present for only part of 
the session, his attendance should be counted according to the nearest half day of attendance. 
If overcrowded conditions make it necessary for a school to hold two separate sessions per day, 
a student attending for all of either session should be considered as having completed a full day 
of attendance. A n excused absence during examination periods or because of sickness or for 
any other reason should not be counted as a day of attendance. Attendance at a State-approved 
half'day session for kindergarten or prekindergarten also should be considered as a full day of 
attendance; for example, if one group of 100 pupils attends a prekindergarten in the morning 
and a different group of 100 pupils attends in the afternoon, the aggregate attendance for the 
day is 200. However, when computing ratios for various purposes, persons attending curtailed 
sessions should be counted as if they were in attendance for a portion of the session. For 
example (for purposes of obtaining statistical comparability only), student-staff ratios involving 
kindergarten and prekindergarten students attending a half-day session are computed as though 
these students were in aaendance for a half day. 

5 42 02 Number of Days of Absence 

The number of days-figured to the nearest half day-a student is not in attendance on days 
when schooE is in session during a given reporting period. 

Any student must be counted absent who is not physically present at school or at a school 
activity.^^ 

S 42 03 Reason for Absence 

The primary cause for an absence, e.g., illness of student, medical or dental appointment, 
quarantine, physical injury. Hiness in family, death m family, travel with family, inclement 
weather, impassable roads, truancy, legal or illegal employment, attendance at court, temporary 
suspension, and religious holiday. In some instjnces, a school or school system may wish to 
distinguish between excused and unexojsed absences. 

5 42 04 fiefyrra/s Because of Absence 

A record of referral actions taken because of excessive absences, including the date of each 
referral, the person to whom the referral was made, and the name and position of each person 
recommending a referral. 



It should be noted that absenca from tha school and absanca from a particular instructional activity or class nacKl not 
alMiyt be recorded the lama way. For aKample. a ttudent may be counted present for attendance affecting the school 
district's ADA. while being excused from attendance during a single clau period. Further, the roster malnuined by the 
•chool office for flouring ADA or ADM frequently is malnUiriMi separately from the roster maintainod by the teacher for a 
given class. 
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5 40 00 MEMBERSHIP AND ATTEIMOANCE-Continu«d 
5 42 00 Attsndanca Information-Continuad 

5 42 05 Number of Times Tardy 



The number of times a student is tardy during a given reporting period. Tardiness is absence of 
a student at the time a given class and/or half day of attendance begins, provided that the 
student t$ in attendance before the close of that class or half day. 

5 42 06 Number of Early Dspartuf^ 

The number of early departures of a student during a given reporting period. Early departure is 
leaving school before the official close of the school's daily session. Reasons may include 
special activity for curricular enrichment, doctor's appointment, and family emergency, in 
some instances, the school may wish to distinguish between excused and unexcused early 
departures. When officially approved on a regular basis, early departures just prior to the close 
of the session are considered to be released time. 

5 42 07 Refeassd rime 



An arrangement whereby a school officially and regularly excuses a full-time student for a part 
of a session. This may be for reasons such as need at home, work on special activity, reduced 
schedule because of physical or emotional condition, doctor's appointments, and religious 
instruction. 



Percentage of Time in Attendance (for an individual 

The number of days o. attendance divided by the number of days of membership, expressed 
a percentage. 



5 50 00 WITHDRAWAL 



Information included under this heading concerns students who withdraw from membership in a 
class, grade, or school by transferring, completing schooi work, discontinuing school work, or 
b^use of death. Such information should be recorded about all students who withdraw from 
membership, whether during the regular sc^lOol term or between regular school terms. The date of 
withdrawal from membership is the first day after the date of last attendance, if known; otherwise, 
the date of withdrawal is considered to be the date on which it becomes known officially that the 
student left. (See also page 68.) 



5 51 00 Transfer 



A student who leaves one class, grade, or school and moves to another class, grade, part-time 
program, or school is referred to as a "transfer." Each student who transfers ftom one elementary 
and secondary class or school to another during a regular school term, or between tl>e completion 
of one regular school term and the beginning of die next, is identified with 8 designation se'ected 
from 5 51 01.01 to 5 51 01.09. qg 
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5 51 01.00 
.01 

.02 
.03 
.08 

.09 

5 51 02 
5 52 00.00 

.11 
.12 

ERIC 



Additional subcategories under existing headings may be developed as deemed appropriate for use 
in individual school systems. For example, it may be desirable to include subcategories fcr 
students sent or transferred by iegal authority to residential corrective institutions where they do 
schoolwork which can be applied toward the completion of elementary or secondary school 



Information about a student who transfers from an elementary school to a secondary school or 
from a junior high school to a senior high school frequently may be included under item 
5 51 01.02. Information about a student completing hij^ school is included under 5 52 00, 
Completion of Schoolwork. 

A student who transfers to a college, adult/continuing education, or elementary or secondary 
summer school may be identified by the symbol 'T8." 

Type of Transfer 

Transfer wit hin tfie same schooi {Tt) -A student transferred within the same school because 
of a transfer, promotion, or demotion to anoth*?r homeroom or class. 

Transfer to e public schoof in the same tocsl edLiinistf^tiv^ um t(T2) 

Transfer to a nonpubtic school in the same focal administretiw unit fT3) 

Transfer to a co fie ge, to adult/con u'nuing education, or tc elementary or seco nd^ summer 

school (TBI " ~ 

Tr ansfer to a school outside the local administrati\/e unit (T9) 
School or System to ^hich the Student Transfers 

The name and address of the school or school system to which the student transfers. When the 
student transfers to a location of instructin which is not a school facility, such as instruction at 
home or instruction within a noneducational institution, the complete address of the location 
in which he receives this instruction should be recorded under this heading. 

Completion of Schoolwork 

In this handbook, schoolwork is considered completed when the student graduates from a high 
school (grade 12) or community/junior college or otherwise fulfills the raquirements for a 
prescribed program c tudles. Midyear or year-end transfer to a higher grade within the same 
school is not consldereci as completion of schoolwork. Typesof certificates and degrees awarded 
for the completion of sdioolwork are included in 6 21 01 on page 97. 

Graduated from high school or community/junior college (CD -The student receives a diplo.ma 
or degree as formal recognition for the successful completion of a high school or 
community /Junior college program of studies. 

Completed other schoolwork (C2) -ThQ student completes school in an approved manner otf<e^ 
than that included under item 5 52 00.1 1 above and receives a certificate of attendance or a 
certificate of completion, gains recagnitiofTfqf;work as a high school postgraduate, is accepted 
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5 ENROLLMENT-Continued 

5 50 00 WITHDRAWAL-Continued 

5 52 00 Completion of Schootwork-Continuod 

. 1 2 Comphtad other schoolwork (C2) -ContinuBd 

for early admission to a college or university, or receives other recognition. A student receiving 
a high school equivalency certificate is not considered as a withdrawal aruf therefore is not 
included under this item; however, the awarding of such a diploma or certificate should be 
recorded under item 5 52 00.1 1. 

5 53 00.00 Oiscontinuanca of School (Dropping out) 

This category applies to students who leave school or discontinue their schooling, for any reason 
except death, before graudation or completion of a program of studies and without transferring 
to another school. Such a person o^en is referred to as a "dropout." 

The term is used most often to designate an elementary or secondar/ schoo! student who has 
been in membership during the regular school term and who withdraws from memi^ership before 
graduating from secondary school (grade 12) or before completing an equivalent program o1 
studies. Such an individual is considered as having discontinued his schooling, whether this occur!, 
during or between regular school terms, whether it occurs before or after he has passed tho 
compulsory school attendance age, and, where applicable, whether or not he has completed <) 
minimum required amount of schoolwork. 

The term also may be applied to students withdrawing from community or junior colleges, 
adult/continuing education programs, and instruction during the summer school term of 
elementary and secondary schools. If maintained, records about the discontinuance of such 
students should be entirely separate from those about students discontinuing elementary and 
secondary schools where they have been in membership during the regular school term. 

When a student discontinues one type of program of studies to enter another, he should be con- 
sidered a transfer under 5 51 (X).01 if in the same school or under other items of 5 51 (X) V\ in 
another school. 

.21 Discontmuad schooling fP) 

5 53 01 Compulsory Attendance Status et Time of Discontinuing School 

information regarding the student's compulsory attendance status at the time of discontinu- 
ance. Depending upon compulsory school attendance laws and regulat:ons« this may include, 
within a given State or local school system, information on the student's age, his educational 
progress, the distance from his residence to the school or schoolbus route, economic needs of 
his family, and his employment status. 

5 53 02-00 Reason for Discontinuing School 

The explanation as to v4iy the student discontinued schooling. The one most significant 
reason should be indicated; additional reasons may be maintained separately if desired. 
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This information might be obtained and verified through an exit interview or follow-up 
procedures. 

.31 Physkai Hfness (01 } -Jhe student left school because of j physical \\lnm%, 

.32 Physicsi or sensory disability (D2) -Jhe student left school because of Vie unavailability 

of an educational program appropriate for his type of physical or sensory impairment 
or handicap. 

.33 Bmotiona/ disturbance (D3} '-The student left school or was required to leave school 

because of the unavailability of an educational program appropriate for his emotional 
disturbance. 

.34 li^c nta! retardation (D4) -Jhe student left school because of the unavailability of an 

educational program appropriate for .his level of retardation. 

.35 Behavioraf difficulty (D5) -Tht student was required to withdraw from school because 

of behavioral difficulty* If the student was expelled from school for this reason, any 
relevant information obtained during resulting hearings or proceedings should be 
incorporated in the record (see item 4 20 06 on page 66). 

.36 Academic difficulty (PS) --The student left school or was required to loave because of aca* 

demic difficulty. 

.37 Lacic of appropriate curriculum (D7) — The student left school because the curriculum was not 

appropriate for his needs. 

.38 Poor student-staff relationships fD8) -Jhe student left school because of poor relation- 

ships with members of the school staff. 

.39 Poor relationships w/tft fellow students fD9) -The student left school because of poor 

relationships with fellow students 

.40 Dislike of school experience (DlO) -Jhe student left school because of asi active dislike 

of one or mote aspects of his school experiences, other than those expressed in items 
5 53 0Z31 through 5 53 02.39. Any such area of dislike should be specified. 

.41 Parental influence fD11) -Jhe student left school as a result of parental encouragement 

to do so. 

.42 Need at home fPW -Jhe student >.ft school to help with work at home, including 

work on the family farm. 

.43 Economic reasons fD13) -Jhe student left school because of economic reasons, in- 

cluding inability to pay school expenses and inability of parents to provide suitable 
clothing. 

M Employment fPW -The student left school to seek or accept employment, including 

employnrtent required to support parents or other dependents. 

^ .45 Marriage fP1S) -Jhe student left school because of marriage. 
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5 ENROLLMENr-Continued 
5 50 00 WITHDRAWAL-ConfiniMd 
53 00 DiscontinuasKo of School ^Drof>pin8 out)-Conttnued 

5 53 02 Ressons for Oiscontinuing SchooHContinued 

.46 Pregnancy (D16) -The student left school because of pregnancy. 

.47 Religion fD17) -The student left school due to religious convictions of the student and/or 

the student's parents. 

Other known rsason (D18} -The student left school or was required to leave for some 
known reason, other than those of items 5 53 02.31 to 5 53 02.47. Any such reason 
should be specified, e.g., no school available, and excessive distance from home to school or 
schoolbus route. 

.49 Reason unknown W -The student left school for a reason vwhich is not known. 

•50 N e'w residence, school status unknown fD20J -Jhe student left school upon moving to a new 

residence, as indicated under items 5 53 03.02 to 5 53 03.05; it is not known if he entered 
a new school. 

5 53 03.00 Residence After Discontinuing School 

The residence of the stJdent immediately after discontinuing schoolwork. The student shocid 
be identified on the basis of the one most appropriate residence. 

•01 Same reskfence -^The former student remained at the same residence. 

•02 New residence of fem//y -The former student moved with his family to a new residence. 

•03 Noneducationat institution- ThQ former student entered a noneducational institution. This 

includes any hospital, sanatorium, conval^iscent home, orphanage, corrective institution, or 
other residential institution where a school program is not in operation. If the student enters 
a residential institution where he takes part in a school program, he is considered a transfer 
(under 5 51 00) rather than a discontinuer or dropout (under the items of 5 53 00). 

•04 Armed services -^The former student entered the armed services. 

•05 Other new residence --The former student established a new residence not included under 

items 5 53 03.02 to 5 53 03.04, e.g., he moved from the home of his parents to the home 
of a guardian, from a residential institution to a private home, or,aftpr marrying, to a new 
residence with his spouse. 

•09 A/o record of residence after droppirm out 

5 53 04 Source of Discontinuance Information 

The person or other source of any information on reason for discontinuing school and 
residence immediately thereafter. 09 
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5 54 00.00 D^th 

The record should include information about all students whose names are removed from the 
membership rolls because of death, vwhether this occurs during or between regular school terms. 

.61 Death of student 

5 54 01 Cause of Death^^ 

5 54 02 Source of Death Information 

The person or other source of any information about the date and cause of the student's death. 

5 60 00 NONENTRANCE tNFOnMATlON 

Information recorded under this heading concerns individuals, residing in the administrative unit, 
who are of compulsory school attendance age or of school census age (if these limits are greater) and 
who have not entered any school during the current regular school term and are not classified as 
discontinuers or dropouts* A handicapped child of ccKYiputsory school attendance age who is not 
attending school because there is no progi^am that meets his special need is referred to as a 
"nonserved child/' A child of compulsory school attendance age who is not required to attend 
school for any other reason is referred to as an "exempted child." 

This information should be maintained to whatever limits such recordkeeping is required by law 
or regulation. 

5 60 01 .00 Reason for rH)t Entering Local Public Elementary or Secondary School 

The explanation as to why a child or youth of compulsory school attendance age or of school 
census age who (a) has never entered ^hool, (b) completed his high school work in an 
approved manner at the close of the preceding regular school term, or (c) for some other reason 
was not in school membership at the dose of the preceding term, did not enter any local public 
elementary or secondary school for the current regular school term, if a child or youth was /i 
member of any school at the dose of the preceding term but did not transfer, complete his 
schoolwork, or die and did not enter school for the current term, he is considered a 
discontinuer or dropout. Information about such a person is recorded under 5 53 00. For 
persons included under 5 60 01.06, 5 60 01.07 and 5 6G 01*08, a distinction may be made 
to indicate whether (a) the local public schools currently do not provide services for children 
having this child's condition, or (b) the iocal public schools provide services but do not have 
space available for this child at the present time. 

Some of the following items of information may be of a conf identiai nature and should be used 
with discretion. 

.01 Receivirtg instruction elsewhere — The child or youth is receiving instruction in other than a 

local public school, e.g.. instruction in a nonpublic school, instruction in a public school 
outside the local administrative unit, and approved private instruction at home. 

.02 Under compulsory age — The child ha not yet reached the compulsory school attendance 

age. This information is maintained where required by law or regulation for school census or 
other purposes. 



^^Sm page 176 for one possible use of this Information. 
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5 ENROLLMENT^Cominued 

5 60 00 NONENTRANCE INFORMATION-Continuad 

5 60 01 Reason for not Entering Loc^f Public Element^ or Secondary School-Continued 

pv»r compulsory age- The youth has passed the compulsory school attendance age. This 
ififormation is maintained where required by law or regulation for school census or other 
purposes. 

•0^ Completion -The youth has been graduated from high schorl (grade 12) or has completed 

some other minimum required amount of schoolwork. 

•05 Distance from residence to school --ThQ residence of the child or youth is an excessive 

distance from any suitable school or schooibus roo;e. 

•06 Physical or senary condition -t^io appropriate educational program is available to the 

jierson; his physical condition (such as a severe crippling condition, profound deafness, or 
blindness) is of such a nature that participation in the existing educational program of the 
school system seems infeasible. 

•0^ Mental retardation -tio appropriate educational program is available for the person's level of 

retardation. 

•08 Emotional disturbance or behavioral difficulty -No appropriate educational program is 

available to the person; his emotional disturbance or behavioral difficulty is of such a nature 
that participation in the existing educational program of the school system seems infeasible. 

•09 /?g//^ow fiwwi^-The child and/or the child's parents have religious convictions thai prohibit 

the child's pa^^cipation in the educational program of the school system, and the child is 
not receiving approved instruction elsewhere. 

•99 Other /m3^/?s - Reasons other than those presented In 5 fO 01.01 to 5 60 01*09, 

explaining why a child or youth of school age does not enter either a public or nonpublic 
school, e.g., working to support his family, lack of clothing, lack of sufficient funds, and 
indifference of parents or child. Reasons presented under 5 53 02 may be used here if 
appropriate. Whatever the reason may be, it should be specified. 

5 60 02 Source of Nonentrance Information 

The person or other source of any information about the student's not entering school. 
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information recorded under this heading concerns aspects of the student's activities and accomplishments, 
including those which are a part of the school program, those which are conducted outside the school, and those 
which are undertaken after he leaves the school. ^ g-^^ 
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6 \0 00 SCHOOL PERFORMA^CE 

School perfc.mance information concerns activities and accomplishments within the school 
program, such as information about the student's program of studies, courses, school activities, 
grade progression, and the diploma, certificate, or degree awarded for completion of schoolwork. 



6 11 00 Program of Studies 

A program of studies is a combination of related courses and/or self-contained classes organized 
for the attainment of specific educational objectives, e.g., a program of special education for 
handicapped students, a college preparatory program, an occupational program (in a given 
occupation or cluster of occupations), a general education program, and a transfer program. 



6 11 01.00 Type of Program of Studies 

An indication of the general purpose or content of the program of studies selected by the 
student or in which he is entered. Definitions for these terms are included in Handbook VI, 
pages 61 and 62. 



.11 Typical local e/emvntsry program 

.12 Typical local middle school program 

.13 Typical local j unior high school program 

.20 Pr ogram of special education for handicapped students 

.31 College preparatory program 

.32 Provisions for postgraduate study 

.41 General education proyam 

.42 Occupational program -See 6 11 02 fijr further detail. 

.51 Transfer program 

.71 Rehabilitation program 

.99 Other program of studies (specify) 

6 11 02.00 Type of Occupational Program of Studies 

As an expansion of information for 6 11 01.42, Occupational Program, the following items 
pr jvioe for describing the general nature of any program of studies that is designed primarily to 
prepare students for immediate employment or upgrading in an occupation or cluster of 
occupations, e.g., a vocational, technical, or apprenticeship program. If the program is designed 
for upgrading an individual in his current occupation or to retrain him for a new occupation, 
this should be indicated under 6 1 1 03.00, Type of Retraining Program. 

.10 Vocational program 

.20 Technical program 

.30 Apprenticeship program 

.90 Other occupational program (specify) 

6 11 03.00 Type of Retraining Program 

.01 Upgrading in current occupation 

.02 Retraining for new occupation 

6 11 04.00 Area of Specialization 

A designation, as apprc :Oriate, for the subject-matter area or areas in which the student 
specializes within his program of studies. This may be considered an area of major 
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speciaM2ation or minor specialization, according to local requirements for minimum number of 
courses or units of value. If definition;? for the subject-matter areas and their subdivisions are 
required, these may be obtained from Handbook VI, pages 106 and following. For major 
disciplines in higher education, see the listing on pages 100 and 101. 

,01 Agriculture 

.02 Art 

.03 Busirms 

.04 Distributive educBtion 

.05 En^ish lartguags arts 

.06 f oreign lartguiioes 

.07 He^th occupations educBtion 

.08 Health srKi safety in daily living, physicel education, and recreetion 

.09 Honne economics 

.10 industrial arts 

.11 Mathen^atics 

.12 Music 

.13 Natural sciences 

.14 Office occupations 

.15 Social sciences/social studies 

.16 Technical ed :cation 

*17 Trade and industrial occupations 

.18 General elementary education and general secondary education 

.19 Differentialized curriculum for handicapped students 

.98 No area of specialiiation 

•99 Othsrarea of specialiiation (specify) 

6 12 00 Courao Information 

A course is an organization of subject matter and related learning experiences provided for the 
instruction of students on & regular or systematic basis, usually foi a predetermined period of 
time (e.g., a semester, a regular school term, and a 2*week workshops. Credit toward graduation 
or completion of a program of studies generally is given students for the successful completion of 
a course. 

In a departmenoilized organization, regardless of the instructional level, a course is that portion of 
the instruction, within a general subject-matter area, which has its own descriptive title and is 
presented in a prescheduled series of class meetings or, as in the case of instruction by approved 
correspondence, in a planned series of lesions. 

In a nondepartmentalized situation, or in a self-contained class, the designation of a grade may be 
substituted for the course tii le. 

103 



DEFINITIONS 



93 



6 t2 01 

6 12 02 
6 12 03 

6 12 04 

6 12 05 

6 12 06 
6 12 07 



Course information includes (a) descriptive information about the course itself and the class in 
which the student receives instruction, and (b) information about the student's performance in 
each course taken and in each portion of the instruction for which he receives a mark or report. 
When course information is forwarded outside the school system, data regarding the number of 
clock-hours or the number of equivalent weeks the class typically meets and minutes of class time 
per week should be indicated. 

Subject-M^mr ArBa or Department 

A grouping of related subjects or units of subject matter under a hcxiing such as English 
language arts, foreign languages, art music, natural sciences, industrial ^rts, home economics, 
agriculture, business, physical education, and trade and industrial occupations. In a 
departmentalized school organization, a department is an administrative subdivision with a 
teaching staff responsible for instruction in a particular subjeci-maiter area or field of study. 
Codes for subject-matter areas are included under 6 11 04, with reference to Handbook VI. 
For major disciplines in higher education, see the listing on pages 100 and 101. 

Course Code 

A number or other symbolic ctesignation assigned to a course for identification purposes. 
Descriptive Course Title 

In a departmentalized organization, the descriptive title by which a course is identified (e.g., 
American History, English ill); in a self-contained class, any portion of the instruction for 
which a mark is assigned or a report is made (e.g., reading, composition, spelling, etc.; or 
language arts). 

Grade Level 

A designation applied to that portion of the curriculum which represents the work of one 
regular school term. In referring to a given course, the term ''grade" or "grade level" may 
indicate that the course normally is intended for students of a given grade. For courses 
normally open to students of several grades, each of these grades should be indicated. (Refer to 
figure I Vb, page 36, for terms and codes.) 

Special Student Group for Which Course is Designed 

The nature of any special student group for which a course or class is designed. This group 
mi{)ht be identified by designations such as talented, slow learners, retarded in reading ability, 
non-English speaking, crippled, or nnentally retarded (educable or trainable). A number of 
special student characteristics is coded under 8 01 00, pages 106 and 107. 

Principal Medium of Instruction 

(See 5 25 00, page 79, for items and definitions.) 
Course Time Elements 

The number of clock-hours required for course completion, a figure especially important for 
occupational or vocational couf^y This number may represent the clock-hour requirement of 
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6 10 00 SCHOOL PERFORMANCE-Continuad 

6 12 00 Courii inform«tion-Continu«d 

6 12 07 Cour» TimeEtenk;it$^ontimied 

the course, or it may indicate the number of minutes (or clock-hours) of class time per week 
and the number of equivalent weeks the class typically meets. 

6 13 00 Mark or Report for Student Performance 

Any final mark or report received by the student for a course or for a portion of subject matter 
representing an evaluation of the vi^ork done. An interpretation of marks should be included when 
this information is sent outside the school system. Refer to Handbook VI, page 79, for a 
description of various marking scales. 

6 14 00 Credits {Units of Valua) 

The unit(s) of value awarded for the successful completion of certain courses, intended to 
indicate the quantity of course instruction in reiation to the total requirements for a diploma, 
certificate, or degree. Credits frequently are expressed in terms such as ''Carnegie uniu/' 
"credits/' "semester credit hours/' and "quarter credit hours." An interpretation of credits 
should be included when this information is sent outside the school system. In some programs 
(e..^., some occupational programs), credit is applied toward completion of schoolwork not 
ensiling graduation. In a self-contained class, credit is considered given for the successful 
completion of a regular school term (or a semester). Completion of a grade is recordeo under 
6 18 00, Progress Information. See Handbook VI, page 78, for various types of credits or units 
of value. 

6 14 CI Credits TrMsferred In 

The number of credits or other i:nits of value accepted by the subject school from each pre- 
viously attended institution for application toward graduation or other program requirements. 

6 14 02 Credits Attempted (Given School Term) 

The number of hours of credit a student attempts to earn during a given semester or regular 
school term. 

6 14 03 Cumulstive Credits Attempted 

The cumulative number of hours of credit a student attempts to earn. 

6 14 04 Credits Received: School Year 

The number of hours of credit a student actually earns during a given school year. In some 
cases course credit may be earned by examination only. 

6 14 05 Credits Received: Cumulative 

The cumulative number of hours of credit a student actually earns. 

6 15 00 Mark Value 

The scale of numerical equivalents for marks awarded, indicating performance in schoolwork and 
used in determining student mark^point av j|^^ g|^.g.. A* 4, B»3, C-'2, 0°1. These numerical 
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equivalents should be specified wherever appropriate. The specific numerical equivalents in 
student records may be referred to as "mark points." The computation of mark-roint averages is 
described in 6 16 00. In some situations bonus points are awarded for courses of greatest 
difficjlty. such as advanced placement courses. An interpretation of mark points should be 
included when this information is sent outside the school system. 

(5 15 01 Mark Points Transferred In 

The number of mark points earned by the student and accepted by the subject school from 
each institution previously attended, as translated into equivalent mark points of the receiving 

institution. 

6 15 02 Mark Points Received (Given Reporting Period) 

The number of mark points earned by the student during a given reporting period. 

6 15 03 Cumulative Mark Points 

The total number of mark points earned by the student applicable toward the requirements for 
graduation, or for a degree or certificate. This consists usually of the mark points transferred in 
plus those earned in the current institution. 

6 16 00 Mark-Point Average 

A measure of average performance in all courses taken by a student during a marking period, 
school term, or year-or accumuiated for several terms or years— obtained by dividirig total mark 
points by total courses or by hours of instruction per week. See Handbook VI, page 80, for items 
describing the frequency and scope of mark-point averages. An interpretation of the mark-point 
average should be included when this information is sent outside the school system. 

6 16 01 Mark-Point Average (Given School Term) 

The average of mark points earned during a given semester or regular school term. 

6 16 02 Cumulative Mark Point Average 

The cumulative mark points earned by the student divided by total courses, hours of 
instruction, or cumulative credits attempted. 



6 16 03 Sizeof Completion Group 



The number of students in the student's grade or other group with which the student is likely 
to graduate or to complete a program of instruction. 



6 16 04 Rank in Completion Group 



The position where the student's mark point average places him in comparison to the number 
of persons in the completion group. Usually the highest mark point average is ranked 1, the 
next highest 2, etc. 



6 17 00 Cocurricular Activity Information 



Dau concerning the student's participation in activities under the sponsorship and/or 
direction of the school, of t|ie^type for which participation generally is not required and 
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6 17 00 



6 17 01 



6 17 02 



6 18 00 



6 18 01.00 



.10 
.20 
.30 
.40 
.50 
.60 
.90 

6 18 02.00 



.01 
.(12 
.03 
.09 

6 21 00 



SCHOOL PERFORMANCE- ContiniMd 
Cocurricular Activity Information-Continued 

credit is not awarded, e g., student organizations, intramural and interscholastic athletics, 
publications, band, orchestra, and service activities. 

SiKrf> participation should be specified in the student's record. For an expanded list of 
cocurricular activities, refer to Handlxx>k VI, pages 242 to 246. 

Dascriptiy^ Activity Tith 

The name or descriptive title of the cocurricular activity. 
Activity Honors 

Any honors and awards received by the student for participation in cocurricular activities. 
Progrttt Information 

Information about the progress of the student in full-time school programs in a grade or in an 
ungraded situation during a given regular school term* This information, usually completed at the 
close of a regular school term, is used in conjunction with 5 21 00. Grade Entered or Year in School. 

Type of Pnmotion 

The nature of the student's promotion or progress at the end of each appropriate school term. 
Definitions for the following terms are included in Handbook VI, page 84. 

R$guf9r promotion 
Acce/BtatBd promotion 
Continuous oromot ipn 

Nonpromotion (specify reason under 6 18 02.00) 
ProbMtjonsry promotion 
V^risbie progress 
Othor typo of promotion 

/imsson for Nonpromotion 

The primary cause of a nonpromotion, as recorded under 6 18 01.40. 

Proioi^O^d ^lisence 
Illness 

InadOQuatB performsnce 
Othorrsmon (specify) 

Recognition for Completion 

The nature of the certificate or other recognition given the student for successful conipletion of a 
program of studies, course, class or cocurricular /c^ity, or for graduation from a school, e.g., a 
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diploma or other certificate, promotion to the next school, and awarding of units of value. See 
Handbook VI, pages 85 and 86, for definitions. 

6 21 01 .CX) Recognition for Grstduation or CompMorr of Program of Studies 

The nature of the certificate or other recognition given the student for the successful 
completion of the program of studies or for graduation, e.g., a diplome, an equivalency 
certificate, an associate degree, and promotion to the next school. Frequently, such recognition 
is bestowed at a forrnal graduation ceremony, it implies completion of a program of studies and 
indicates usually that the student is prepared for a more advanced level of instruction or 
activity. 



.10 High achoo/ diploma 

.11 Uniform f^igh school diploma 

.12 Diffsrraniiatad high school diphma 

.20 Cartificata of high achoof aQuivahrwy (including recognition for attaining satisfactory scores 

on the test of General Education Development) 

,30 Carti^lcata ofcompfation 

.40 Certificata of attandanc e 

.50 Associatadagraa ^ 

.60 Othar cartificata or dagraa (specify) 

.70 Promotiorf to noxtscfjioot 

.80 No racosni^on 

.99 Othar racognition (specify^ 

6 21 02.00 Racognition for Comphtion of Satf-conmnad Ciasa, Ckfi^ 



Tho riature of recognition given the student for the successful compliition of the work of a 
self-contained class, course, or cocurricular activity, e.g., awarding of units of value or a 
certificate, and no special recognition. Retur to Handbook VI « pages 85 and 86, for definitions. 



.01 


Atmrdlnif of units of vafue 


.02 


Comphtton of rgqainrmnt, but no units of valus Mwmthd 


.03 


Certificate 


.04 


Honor vmrd 


.05 


Letter of commendetion 


.06 


Monogrtm 


.07 


Points 


.08 


Promotion or edvancement 


.88 


No special recognition 


.99 


Other rLVOg/nition (specify) 


6 22 00.00 


Honors Information 



Information about honors won by or awarded to the student, e.g., honor roll recognition, 
participation in honors program, and scholarships and prizes won. 

,01 Honor rott -fii list of names puWishec' each marking period, term, or year indicating students 

who have achieved a set standard of performance m their schoolwork. In colleges, this 
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6 PERFORHilANCE-Ca.tinued 

6 10 00 SCHOOL PErt^^ORMANCE-ContiffiMd 

6 22 00 Honors li;lonnatton-*ConJmMil 

6 22 OaOl Honor rotl- ^on^iwod 

frequently is referred to &s the ''dean's list'* This information should be recorded for each 
schooS term. 

.02 Honofath mention — A list of names published eech marking period^ term, or year indicating 
students who have achieved a set standard of performence in their schoolwork, but below the 
requirements of the honor roil. 

.03 Honor society — An association that receives into membership students who have achieved high 
scholarship and, frequently, who also fulfill established requirements for distinction in 
leadership or citizenship. 

•04 Honors progn^— A special accelerated educational program for advanced students. 

•05 Prize aiwcfe -Awards given to students for exceliing in specified subject-matter areas, e.g.« 
literature, miathematics, and science. 

.06 Siofro4>iTafeipg — Awards, usually of money or of free or reduced tuition, given deserving students 
as recognition of achievement or as encouragement The nwie of any such scholarship, the 
institution to which it applies, and other particulars should be noted. 

•07 Athletic etw/tfe — Awards given students for outstanding achievement in athletic competition. 

.08 Citizenship awy^ iir— Awards given students for outstanding achievement in civic and citizenship 
activities. 

•99 Ot/w ftonors -Af\y^ other honors given the student net listed in 6 22 00.01 to 6 22 OO.OS^ 
Any such honor should be specified. 

6 23 00 Tmiacript Requests 

Information about requests for the student's transcript e^g*, the name of each institution or 
person requesting the transcript and the date the transcrf; ^ was sent in response to such a request. 
Where required by local policies or regulations, parental ur student consent should be obtained 
before sending transcripts (see chapter i l)^ 

6 30 00 NONSCHOOL PERFORMANCE 

Nonschool performance information concerns employment of the student and other activities 
performed outside the school, whether perforated during school terms or during vacations. 

e 31 CIO Emptoymtnt Informatiofi 

Information about work for pay d<Hie by the student while in membership during the regular 
school term or during vacation^ 
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6 31 01 Employer's Name 

The name of the student's employer. 
6 31 02 Hours Worked Per mek 

The number of hours per week the employer expects the student to wcrk, 

8 31 03 Employment Permit Information 

Data regarding the type of employment permit or certificate issued to the student the number 
of the permit or certif icate, dates of validity, and other pertinent infornution. 

6 31 04 Work-Study Program Participation 

Data regarding the student's participation is the school's work*study program. 

6 32 00 Other Nonachool Pert ormancs Information 

Information about participa.ion in activities, other than activities ircluded in 6 31 00, which are 
neither sponsored by the school nor under the guidance or supervision of staff members but are 
considered significant in terms of permar:ent records about studenu. This includes information 
about the various activities in whidi the student participates outside the school, training received 
outside the sdiool, honors and recognitions granted for participation in nonschool activities, 
offices and positions held by the student, travel information, hobby information, and other 
special interests ano abilities. 

6 32 01 Description of Nonschool Activity 

Identification or dascriptiun of each nor ichoot activity in which the student participates in a 
significant manner. 

6 32 02 Nonschool Activity Honors 

Honors and awards ri^ceived by the student a^ h result of his nonschool activities. Any such 
honor or award should be specified. 

6 33 00 Nonachool Activity Intarettt 

Nonschool activities in which the student has expressed miirked interest. Any such activity should 
be specified. 

6 40 00 POSTSCHOOL PERFORMANCE 

Postschool performance information concerns aspirations atid plans of the student for postschool 
vocation, uaining, and education. Also included is inforniation about employment and other 
activities of the former student after he leaves the school. 

6 41 00 Postachool Intaraatt and Ptana 

Current plans and interests as stated by the student for postschool vocation, training, and 
education. 
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6 PERFORMANCE-Continuod 

6 40 00 POSTSCHOOL PERFORiMANCE-Continutd 

6 41 00 Postachool InitfwtsMd PtaM-^IofitinM 

6 41 01.00 SabjM Mattm- of Postschool Training or Education t^^ 

The nature of the training or education which the student is planning or In which interested for 
participation after leaving his current school. Categories suggested for students planning career 
training in. an area vocational school, technical institute, community/junior college, or other 
specialized school, included under .Ola to .19a below, ate taken from Handbook \f I, Standard 
Tanninoiogy for Curriculum and Instruction in Local and Stata School Systam.^^ Major 
disciplines for higher education, included under .01b to .49 b, are taken from A Taxonomy of 
Instructional Pirograms in Highar Education.^'' (Code numbers for these two lists are taken 
directly from the source documents; the suffixes ''a'' and "b'' have been added to avoid 
duplication of codes.) 

.Ola Agricuttura 

.02a Art 

.03a Businasa 

.04a Dfstributiva education 

.05a English Ian guap9 arts 

.06a Foraign languagas 

.07a Health occupations education 

.08a He alth and safety in daily lining, physical education, and recreation 

•09a Home economia^ 

•10a Industrial arts 

•11a Mathematics 

.12a Music 

•13a fMural sciences 

.14a Office occupations 

.15a Social acjan^sAocial studies 

.16a Technical education 

.17a Trade and industrial occupations 

.19a Differentialined curriculum for handicapped students 

.01b Agricultural and natural resources 

.02b Architecture and environmental design 

.03b Aree studies 

•04b Biological sciences 

•05b Business end management 

.06b Communications 

•07b Computer and information scierwes 

•08b Education 

.09b Engineering 

.10b Fine and applied arts 
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From Handtook VI, chiptir 5. (Publication informetion it on page 111.) 
'^Robert A. Huff and Mariorie O. Chandler, A TsMonomy of Imtructlanal firoerarm in Hiafm £<tacstion. Washington: Govern* 
mtnt Rrinting Off iot, Suparintendant of Docmmntt Catalog No. HE S^SO:S0064. 1970. 
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.lib Foreign isngLmges 

.12b HmMigrof^hns 

.13b Home economics 

.14b L^w 

.15b Letten 

.16b Ubwy science 

.17b Msthemetics 

.18b Military scienc es 

.19b Physica/ sciences 

.20b Ps/chofogy / 

.21b P</jb/fc ^ffa/rg services / 

.22b Soclei science ^ 

.23b Theology 

.49b Interdisciplinary studies 

6 41 02 Extent of Education Pinned 

The extent of educolion planned by the stu/Jent (See figure I Vb, page 38, for iterms and codesj 
6 41 03 Career Objectiws^^ 

The goals of the student in terms of the type of occupation. (See 2 1 1 06 on page 35 for 
details.) 

6 42 00 Postachool education and Training Infdrmati on^ ^ 

Data coricerning further schooling and other raining programs «A»r leaving sdiooL 
6 42 J1 Ty/je of Postschool Education or Training 

T he nature of postschool education or training, References for terms and codes are included in 
6 41 01.6 11 00 on pages 91 -92, and figure iVb on page 36. 



lirtlnfl of "cratr clusters" under development at of Oectmber 1974 within the USOE Bureau of Occupational and Adult 
education included th« following categories: 

Construction Occupations 

MenufacturiAg Occupations 

Transportalion Occupations 

Agri-Businns and Natural Resources Occupations 

Marine Science Occupations 

Environmental Occupations 

Busineif. and Office Occupations 

Marketing and Distribution Occupations 

Communications and Madia Occupations 

Hospiialitv and Racraetion Occupations 

Pirscnal Service Occupations 

Public Services Occupations 

Health Occupations 

Co^isumar and Homemaklne/Home Eoonomla Occupetions 
Fi'/te Aru and Humanltlas Occupations 

"Tfiase data m needad for conducting most followup reaaarch studies Intandad to Improve the educational program, and for as* 
sisting educators in working with former studants. Fee guidelines about maintaining records after studenu leave school » tse pages 9 
and 10. 
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6 PERFORMANCE-Continued 

6 40 00 POST^HOOL PERFORMANCE-Continuad 

6 42 00 Postschool Education and Training Information-Continued 

G 42 02 Institutionfs) in Which Enrolled 

The name of each institution in which the former student enrolls for postschool educat'on or 
training. 

6 42 C3 Honors and Recognition Awarded 

Honors and recognitions awarded the former student, e.g., membership in honorary societies 
and offices held. 

6 43 00 RKtKhool Occupation and Empioyir^ant Information^^ 

Data concerning the former student's employment after education and training. 

6 43 01 Employer 

The r.ame of the individual, firm, or corporation employing the former student after he leaves 
school, and information about where the former student works. If the former student is not 

enrolled in school and is not omploycd^ this fact may be indicated here. 

6 43 02 Typeof Work Performed 

The work performed by the former student after he leaves school. The classification under 
2 11 06 on page 35, which is suggested for use aiso under 6 41 03, Career Objectives, may 
be used to indicate the nature of postschool occupations, if desired, greater detail may be ob- 
tained in classification by referring directly to the Dictionary of Occupational Tit^^ or to 
Vocational Education and Occupations.^^ 

6 43 03 Military Service Experience 

Military service experience of the former student, including special training acquired while in 
the service. 

6 44 00 Other Postschool Activities 

NotaUe postschool activities and accomplishments other than information about employnr.ent, 
education, and military service, e.g., elective offices held and books published. 



^^Sea footnote 39 on page 101. 

^ ' Sea reference to Dfetionsry of Occupe. jo^ Tit/»£ on page 35. 

^^US. OepMtmtnt of HeaUh, Educetlon, end Welfare, Office of Education; and U^. Departn^ant of Labor, Manpower Adminlrtra 
tlon. Vocetlon9l EducatUm md O )Cup0tiQft$. Washington, D.C. U.S. Government Printing Offica, Superintendent of Oocunrwnta 
Catalog No. FS 5.280:80061. 196S. 11.3 
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TRANSPORTATION 
7 00 00 

Information recorded under this heading concerns the transportation of students. This information is collected 
prirr^arily for the use of local school administrators and administrators of State programs of transportation. It 
should be maintained to whatever limits such recordkeeping is required by law or regulation or for effective 
operation of transportation programs. 

7 01 00.00 TRANSPORTATION STATUS OF STUDENT 

Information about whether or not the student is transported to and/or from school, or receives 
services and/or payment in iieu of transportation. 

.01 Transported at public expense ^-Tf^ student is transported between home and school at public 
expense, whether the school system receives some State transportation aid for the student or 
whether the student is transported entirely at local school district expense. 

.02 Provided room, board, and/or payment in lieu of transportation— The student is provided room, 
board, and/or payment in lieu of transportation between home and school. 

.03 Transported^ but not at public expwsg- The student is transport? ^ between home and school, 
but not at public expense, including situations where parents pay thi school or school system for 
such transportation. This also includes riding in a private vehicle, riding a motorcyle, and riding 
public transportation at the student's expense. 

.04 Not trartsported -Tf^ student is not transported between home and school, nor does the student 
receive any payment or service in lieu of transportation. This includes situations where the 
student walks or rides a bicycle. 

.11 Transported between schools— The student is transported between schools for special classes or 
other such reasons. If appropriate, the record may indicate also whether this transportation is 
paid for by the student (or his family) or the school. 

7 02 00 DISTANCE FROM HOME TO SCHOOL 

The distance between the student's residence and the school, measured according to State and/or 
local regulations. 

7 03 00.00 ELIGIBILITY OF STUDENT FOR TRANSPORTATION AT PUBLIC EXPENSE 

The eligibility of the student for transportation between home and school at local public expense 
because of distance, handicap, or other reasons. If the duration of eligibility is limited, this should 
be indicated. 

.10 Eligible -The student is eligible for transportation between home and school at local public 
expense because of distance, handicap, or other reason. If appropriate, the reason for eligibility 
may be expressed with the use of items 7 03 00.11 to 7 03 00.19. 

.11 Eligible because of distance -The student is eligible for transportation because of the distance 
between his home and his school. 
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.12 Eligible because of handicap --Jhe student is eligible for transportation because of a sensory, 
physical mental, cr emotional handicap. 
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7 TRANSPOftTATION-Continued 



7 03 00 

.13 

.14 
.19 

.20 

? 04 00 
7 04 01.00 

.01 
.02 

7 04 02.00 

.05 
.06 

7 05 00 
7 06 00 



ELIGiBILITY OF STUDENT FOR TRANSPORTATION AT PUBLIC EXPfc J^SE-Continuad 

£ligibla because of progtatn for desegregation or intssration -The student is eligible for 
transportation because of the school's program for achieving racial or cultural integration, or for 
ending previous segregation, vi lether locally initiated or court mandated. 

Eligible because of specia/ instruction -The student is eligible for transportation to other facilities 
to receive specialized instruction, such as vocational training. 

Eligible for other reasons— The student is eligible for transportation because of reasons other than 
those included under 7 03 00.11 to 7 03 00.14. e.g.. hazardous highway conditions. Any such 
reason should be specified. 

Not eligible —The student is not eligible for transportation between home and school at puNic 
expense. 

VEHICLE ON WHICH TRANSPORTED 

The ownership and type of vehicle used for the transportation of students. 
Publicly Owned Vehicle 

A vehicle owned by a school district, a municipal unit of government, a State government, or 
the Federal Government, which is used for thie transportation of students. 

Publiciv owned schoolbus * ^ 
Other publicly owned vehicle 

Privately Oymed Vehicle . 

A vehicle not publicly owned, which is used for the transportation of students. 

Privately owned schoolbus* ^ 
Other privately owned vehicle 

DISTANCE TRANSPORTED 

The distance the student rides from the bus stop where he is picked up to the school and return, 
measured in tenths of a mile. 

LENGTH OF TIME TRANSPORTED 

The usual time the student spends on the vehicle when riding from his bus stop to the school and 
return, measured in minutes. 



the dtsignation pf schoolbus ownarship is based on ownership of the cheuis. 
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7 07 00.00 QUALIFICATION FOR STATE TRANSPORTATION AID 
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The qualification status of the student entitling the local school system to receive State 
transportation aid* 

•01 Qi^/ffey fw regular g/tf -The local school system is eligible to receive regular State transportation 
aid for this student. 

•02 Qua/ifies for special education aid- ThQ local school system is eligible to receive State 
transportation aid for this student because of handicaps requiring special educauon. 

•09 Qualifies for other aid- The local school system is eligible to receive State transportation aid for 
reasons other ttian those in 7 07 00.01 and 7 07 CH).OZ Any such reason sJ.ould be specified, 

•08 Does not gualify-The local school system is not eligible to receive transportation aid for this 
student. 

7 08 00 SCHOOLBUS NUMBER 

A numter assigned by the school or school system to identify a specific bus. 

7 09 00 SCHOOLBUS ROUl : NUMBER 

A designation (usually numeric) for the route traveled by a given schcolbus in picking up 
students before school and delivering them to school or a designated transfer point, or in returning 
studenU after school to a transfer point or bus stops, In some instances, a schoolbus route may be 
considered to be subdivided into more than one run. 

7 11 00 SCHOOLBUS RUN NUMBER 

The number of a schoolbus run when the schoolbus route is considered to comprise more than 
one run. 

7 1 2 00 BUS STOP IDENTIFICATION 

A designation (usually numeric) assigned by the school or school system to identify various bus 
stops along a schoolbus route. 



SPECIAL ASSISTANCE AND TUITION 
a 00 00 

Information record^Kt under this heading is administrative in nature and concerns situations in which receipt of 
money or other assistance by the school, the school district the student, or his family is based upon the 
characteristics or status of the individual student or his family. Included is information concerning eligibility and 
participation in programs for which money is granted by the State and/or Federal Government. Such information 
should be maintained to whatever limits such recordkeeping is required by law or regulation. 

Also inducted is data about eligibility and participation in special programs supported by such agencies as 
foundations and in other special programs authorized by the local board of education to meet the unique needs of 
specific classifications of students. 

er|c 
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8 SPECIAL ASSISTANCE AND TUITION-Continued 

A record should be maintained listing each program for which the student is eligible to participate and whether 
or not he actualiy participates. 

8 01 00 STUDENTS WITH SPECIAL CHARACTERISTICS 

Students who. because of certain atypical characteristics or other considerations^ have been 
identified by professionally qualified personnel as requiring or qualifying for special educational 
planning and services, whether or not such services are available. 

The following categories are provicted to assist in determining special needs for educational 
programs under Federal, State, and local regulations. 



8 01 01.00 Speciai Conditions 

.01 No special ctwxteristic 

•11 Partially seeing^ ^ (See 3 21 05.11) 

.12 BUnd ^^ (Sees 21 05.12) 

.13 Ot/mwise visusfly impaimi- {See 3 21 05*13; specify impairment) 

.21 Hardofhearing- iSee 3 22 07.21) 

.22 DaafMSee 3 22 07.22) 

.25 Speaclt handicapped ^ ^ (See 3 23 03.25) 

.26 Language handicapped ^ ^ (See 3 23 02.26) 

.27 Not fluent with £nglish -{See 1 09 01.27) 

.28 Functionally illiterate- iSoe t 09 01.28) 

.31 Orthopedically handicapped fcrippladf -iSee 3 28 00.311 

.32 Other health impaired -{See 3 28 00.32) 

.40 Gifted and talented- {SK>e 4 30 01.40? 

.51 Underachievers -iSee 4 30 02.51) 

.52 Slow laamers- iSee 4 30 03.52) 

.61 Educable mentally retarded- jSee 4 30 04.61) 

.62 Trainable mentally retarded- iSee 4 30 04.62) 

.63 Sev erely mentally ratarded- -{See 4 30 04.63) 

.71 Seriously emotionally distrubed -^iSee 4 30 05.71) 

.72 Socially maladjusted- iSee 4 30 06.72) 

.73 Children with specific learning disabilities -iSee 4 30 07.73) 

.79 Other behavioral and psychological characteristics --(S&a 4 30 09.90; specify) 

.81 American Indian children- jSee 1 04 00.10) 

.82 Migratory children ofmigre^tory agricultural workers- jSee 2 50 00.82) 

.83 Students in institutions for delinquent chilcren -jSee Glossary definition fov Institution for 
Delinquent Children) 

.84 Students in institutions for neglected children -{See Glossary definition for institution for 

Neglected Children) 

.89 Otfwr culturally different -jSee 2 50 00.89; specify) 

.91 Family economic need — {See 2 40 CO) 

.99 O ther sper.ial characteristics -iSpecify) 



^^in programs of aducation for the haruiicepped* tha partially saeirKi and the blind ara referred to collactivaly as tha visually 
handicapped. 

^'In proerafm of aducation for the handicapped, tha speech handicapped and the langueee handicapped often ara reported collac* 
tively aa the speech impaired. 
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8 01 02.00 Multiple Conditions 

Two or more special characteristics or atypical conditions present in the same individual. 

When needed for summary or reporting purposes, the following cate^ries may be derived from 
8 01 01 in the records of individual students and used to indicate totals for a school, school 
system, or State. 

.01 Muiti/mKHcapped -H^ymq more than one handicapping condition. This category is used in 

reporting about the multihandicapped (other than the deaf blind} to the U.S. Office of 
Education. (See 8 02 00.00, Federal Educational Program Eligibility.) 

.02 Daa^d//m/- Having both auditory and visual impairments (see 3 22 07 and 3 21 OS), the 

combination of which causes such severe communications and other developmental and 
educational problems that the individual cannot properly be accommodated in special 
education programs designed solely for the hearing handicapped person or for the visually 
handicapped person. 

.03 RetsrdHhbifnd -^Hay'mQ both mental retardation (see 4 30 04) and a visual impairment (see 

3 21 OSh the combination of which causes such severe communications and other 
developmental and education il problems that the individual cannot properly be accommoda- 
ted in special educational programs designed solely for the mentally retarded person or the 
visually handicapped person. 

•06 RetBrdecMaaf -H^yinq both mental retardation (see 4 30 04) and an auditory impairment 

(see 3 22 07), the combinat c^^i of which causes such severe communications and other 
mental and educational problems that the individual cannot properly be accommodated in 
special education programs designed solely for the mentally retarded person or for the deaf 
person. 

.05 R€ ^rd9d<fr6hop&diC^ Hayina both mental retardation (see 4 30 04) and an orthopedic 

handicap (see 3 28 00.31), the combination of which causes such severe communications 
and other mental and educational problems that the individual cannot properly be 
accommodated in special education progrms designed solely for the mentally retarded 
person or for the orthopedically handicapped person. 

.06 Sariousfy anrotionaNy disturbedothar special co/icfff/o/T -Having severe emotional disturb- 

ance (see 4 30 05.71) and also being identified as mentally retj»rded (see 4 30 04) or 
visually, auditorily, or orthopedically handicapped (see 3 21 05, 3 22 07, and 
3 28 00.31). 

.99 Other multiple conditions — A combination of tw^ or more exceptional conditions other than 

those in items 8 01 02.02 to 8 01 02.06 listed above. Any such combination of conditions 
should be specified* 

8 02 00.00 FEDERAL EDUCATIONAL PROGRAM ELIGIBILITY 

The eligibility of the student to participate in specific educational programs for which Federal 
funds are available, AND, the eligibility of the school system to receive Federal funds, based on 
characteristics and/or status of iu students. This includes programs for handicapped students, for 
veterans and their dependents, for American Indian students, for migratory children of migratory 
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8 SPECIAL ASSISTANCE AND TUITION-Contlnued 

8 02 00 FEDERAL EDUCATIONAL PROGRAM ELIGIBILITY-Continued 



agricultural workers, and for students preparing to enter the work force In given occupations or 
occupational clusters. Also included is information necessary to establish the eligibility of the local 
school district to receive Federal assistance for federally affected areas under Public Laws 874 and 
815, e.g., the number of students residing on Federal property, the number whose parents work on 
Federal property, and the number whose parents are employed in Federal activities, usually on a 
Federal contract in a private plant. 

Federal legislation usually is designed to meet specific needs of identifiable groups or to alleviate 
social, economic, physical, or human problems on a large scale. Thus, eligibility characteristics are 
generally described in broad terms in the enabling legislation. Eligibility requirements may be based 
upon such diverse factors as income level, educational achievement, veteran's status,*^ obsolescent 
occupation, and handicaps of individuals within an identifiable population or a carefully drawn 
geographic or political subdivision. 

For purposes of reporting on handicapped students to the U.S. Office of Education, students 
generally should be identified first according to their major handicap. However, students with both 
auditory and visual handicaps should be specially identified (see item 8 01 02.02). Others with 
multiple handicaps should be identified according to their major handicap*'' and with the 
designation "muitihandicapped," as indicated in 8 01 02.01. 

Eligibility requirements are always subject to audit. Therefore records of program participants 
should be carefully kept in a format readily verifying eligibility requirements and on character istici 
specified in the legislation. 

Frequently, Federal funds ftre made available only for the purpose of supplementing or 
stimulating local effort. In this case, utilization of Federal funds to replace local effort is expressly 
prohibited, and willingness to provide a local share frequently is a condition of eligibility. 



.01 Eligible -jSpecify/ each program) 
.02 Participating - (Specify each program) 

8 03 00.00 STATE EDUCATIONAL PROGRAM ELIGIBILITY 



Eligibility of the student to participate in specific educational programs for which State funds are 
available, AND, the aligibility of the school system to receive State funds, based on characteristics 
and/or status of its students. 

State legislation for programs to meet or alleviate needs of identifiable population groups usual'y 
describes eligibility requirements and/or characteristics of the target population in fairly broad 
terms. Legislation normally is followed closely by publication of rules and regulations promulgated 
by the appropriate agency at the State level. That ag'^ncy generally will be responsible for 
implementing the legislation and providing whatever technical assistance is required. The State 
department of education usually can provide a list of the authori<:ed programs of the State. 

Some items concerning State transportation aid are included uncter 7 07 00 on page 105. 

.01 Eligible -iSpedU each program) 
.02 Participating -jSpecii^ each program) 
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* * See 1 11 00, Veteran Benefit Status, and refer to the glossary definitions of Veteran, Veterans' Educational Assistance Program, 
Veterans' Vocational Rehabilitation Program, and Veterans' Dependants' Educational Assistance Program. 

*^As of December 1974, reports to the OE Bureau of Education for the Handicapped i»iclude the following categories: the 
trainable mentaMy retarded, educable mentally retarded, learning disabled, seriously emotionally disturbed, other health impaired, 
crippled (orthopedically handicapped), visually handicapped, deaf-blind, deaf, hard of hearing, speech impeired, and severely 
handicapped See the Glossary for definition of "Handicapped Children" and "Severly Handicapped." 

9^ 119 



OEFINITtONS 



109 



8 04 00.00 OTHER SPECIAL EDUCATIONAL PROGRAM ELIGIBILITY 



Eligibility of the student for any special program not identified under 8 02 00 or 8 03 00. 
Such a program might be sponsored by a foundation or civic group, or might be supported by 
restricted funds authorized and allocated by the local Board of Education. 



.01 Eligib/e -(Sf3ecifv each program) 
.02 fiarf/c/>M(wy -(Specifv each program) 

8 05 00 WELFARE ELIGIBILITY 



Eligibility of the individual to receive welfare. As used here, the term "welfare" is intended to 
mean the system for providing goodi and/of services to financially indigent or physically 
incapacitated persons or their families for the purpose of sustaining a minimal life style for an 
indeterminate period. Eligibility requirements are established by law or ordinance at the funding 
source which may be either local. State, or Federal, tf details of efigibUit/ data are requirad, it is 
recomrmndad that separate records maintainad and nnt made a part of the student's cumulative 
recofd (see text and figure Mb on pages 10 and 1 1). 

8 06 00 TUITION AND FEE INFORMATION 



Information of an administrative nature, concerning situations in which the receipt of money for 
tuition and/or fees is based upon the characteristics or status of individual students. 



8 06 01 Tuition Requirement 



Any factor regulated by local. State, or Federal authorities in determining whether or rot 
tution is to be paid for given students, e.g., residency status as included in item 2 60 40 c > page 42. 



8 06 02.00 Tuition Status 
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Information indicating the extent of tuition payment for the student, regardless of his 
residency status. 

•01 Nontultlon $tudent- A student-usual ly a resident of the geographic area served by a 

specified school, school system, or institution -for whonn no tuition is paid. 

02 Full tuition gft/ctenf- A student-usually a nonresident of the geographic area served by a 

specified school, school system, or institution-for whom the maximum allowable tuition is 
paid. 

•03 Paniahtuition student- -fik student for whom tuition is paid, but less than the maximum 

amount, 

8 06 03.00 Tuition Paid By 

The source of the student's tuieion payment. 

•01 Another school district within the intermediate administratis unit 

02 Another school distrit t within the State (outstde the Intermediate administrative unit) 

.03 A achool district outside the State 

.04 AStateagency 

.05 A Federal agency 
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8 SPBCIAL ASSlSrANCE AND TUmON-Conttnued 

8 06 00 TUITION AND FEE INFOR*AATION~Continuad 

8 06 03 Tuition Paid by-Continued 

.06 pt9 student or his family 

.99 Other source of payment (Specify) 

8 06 04 FeesPaidBy 

The source of fee payments for the student. The items under 8 06 03 may be used for 
indicating this source. 
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Chapter V 
GLOSSARY 



This chapter contains definitions of terms used 
in this handbook but not defined in chapter i or 
IV« dr>d such additional terms as seem necessary 
to common understanding concerning procedures 
for maintaining records and making reports about 
students. 



The chapter is divided into two sections, with defini- 
tions of selected student-related terms beginning on page 
112 and definitions of selected medical terms beginning 
on page 129. Terms defined elsewhere in this handbook 
may be located through the use of the index or 
through the classifications of chapter 1 1 1 or i V. 



!• GLOSSARY OF SELECTED STUDENT R ELATED TERMS 



This glossary is arranged atphat^ticaity and includes 
a limited amount of cross-referencing. Where cross- 
reference is made to another term in the glossary, no 
page number is given; however, a page number is 
incliKied where reference is made to a term in another 
portion of the haixlbook. Multiworded terms are not 
inverted; groups of terms having common words may 
be located by using the index. 

Many of the definitions of this glossary have been 
taken directly from the previous handbooks of the 
State Educational Records and Reports Series: Hand- 
books Il^ lll\ IV^. V^ Vl^ and The 
respective handbooks from which definitions have been 
taken are indicated by the Roman numeral designation 



of the handbook. The revisions of Handbooks II (in 
1973) and IV (in 1974) carry the designations "IIR"® 
and "IVR/'^ 

A comma separates handbook numbers when there 
was no change in the definition from one cited 
handbor^ to the next: a hyphen (*) is used to separate 
handbook numbers when there was a change in the 
definition. The letter 'W follows the last cited 
handbook number when the definition was modified 
for use in this handbook (i.e.« revised Handbook V). 
The single exception to this practice occurs when the 
word "pupil" has been changed to "student'' for use in 
this handbook. In this case, the definition is considered 
to be unchanged and the letter is not used. 



*Piul L. Reason. Emery M. Foster, and Pob«rt F.Will, Th9 
Common Corf of Stat9 Bducationai Information. Washinston: 
U.S. Ciowrnmtnt Trinting Offica, 1953. U^. Dtpartmant of 
Health, Education, and Welfare, Oft ca of Education, Stata 
Educational Rtcords and Reports Series: Handbook I, Bulletin 
1963, No. 8. 

^Paul L. Raaton and Alpheus L. White, Financiai Ac- 
counting for Local and St9ta School Systams: Stsndard 
Racaipt 9nd Expanditura Accounts, Washington: U.S. Gov* 
erniYiant Printing Office, 1957. US. Dapartmant of 
:{0Glth, Education, and Welfare, Office of Education, State 
^ucational Records and Report! Series: Handbook \\. Bui* 
letin 1957, No. 4. 

*Paul L. Raaion and George G. Tankard, Jr., Proparty 
Accounting for Local and State School Systams* Washington: 
US. Government Printing Office, 1969. U.S. Department of 
Health, Education, and Welfare, Office of Education, Sute 
Educational Records and Raports Series. Handbook \\\, 
BuMetfn 1959, No. 22. 

*Atlan R. Lichtenberger and Richard J. Penrod, Sraff >)c* 
counting for Local and State School Systams. Washington: 
U.S. Governmi^nt Printing Office, 1965. U^. Department of 
Health, Education, and Welfare, Office of Education, State 
Educational Records and Repons Series: Handbook iV, 
Bulletin 1966, No. 18. 

*John P. Putnam and George G. Tankard, Jr., Pupil Ac* 
counting for Local and State School Systams. Washington: 
U.S. Government Printing Office, 1964. U.S. Departnwnt of 



Health, Education, arKl Welfare, Office of Education, State 
Eduriitk>nai Records and Reports Series: Hcndbook V, Bul- 
letin 1964, No. 39. 

^John F. Putnam and W. Dais Cni&mora, Standard Tarmi- 
nology for Curriculum snd Instruction in Local arKf State 
Sch.-fol Systams, Washington: U.S. Government Printing Office, 
1970. U.S« OepartHMnt of Health, Education, and Welfare, 
Office of Education, State Educational Records and Reports 
Series: Handbook VI. Bulletin OE 23052. 
''Yeueil Y. Harris and Ivan N. Seibert, The Stete Education 
Agancy, Washington: U.S. Government Printing Office, 1971. 
US. Department of Health, Education, end Welfare, Office of 
Education, State Educational Records and Reports Series: 
Han<tt>ook VH, Bulletin OE 23064. 

* Charles T. Roberts and Allan R. Lichtenberger, Fi/w/ic/a/ 
Accounting: Clat%ificati(ms and Standard Terminology for 
Local and State School Systanu. Washington: U.S. Govern- 
ment Printing Office, 1973. U^. Department of Health, 
EducatkHi, and Welfare, Offk:e of Education, State Educa- 
tional Records and Reports Series: Handbook II, Revised, 
Bulletin OE 73*1 1800. 

^Charles T. Roberts, Staff Accounting for Local arKl State 
School Systams: Standard Tarminology, Classificatiorts, Op* 
erBting Procedures and (Reporting. Washington: U.S. Govern- 
nrvmt Printing Office, 1974. U.S. Department of Health, 
Education, and Welfare, Office of Educaticn, State Educa- 
tional Records and Reports Series: Handbook IV, Revised^ 
Bulletin OE-74-314. 
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AbsMCft— Nonauendance of a student on a day or half 
day when school is in srssion. This frequently is 
counted to the nearest half ^ay or half session. (VM) 
Ste also Day of Absanoe and Sassion. 

Afiadtmic Yur-^S^ Ragular Schrioi Tarni. 

AcoQunting—The procedure of ^naintaining systematic 
records of happenings, ovnirrences, and events 
relating to peisons, object;, or money and sum- 
nrtarizing, analyzing, and interpreting the results of 
such records. (fV-VI!, SIR, IVR) 

ADA^A tdrm referring to average daily atterKiance. 
(V) See a/so Avaraga Cteily A^tuniaiiQa. 

ADM— A term referring to average daily membership. 
(V) See also Average Daily Membership. 

Administrativa Staff Mambart Per 1,000 Students in 
Average Dally Mambanhip— The number repre- 
senting the total full-time equivalencv of principal 
assignments/^ assistant principal assignments,^^ 
central administrative staff assign.Tients'*' (includinc 
area administrators and their staffs), and assign- 
ments for supervising, manaqing, and directing 
academic departments'^ in the schools during a 
given pertoo of time, multiplied by 1,000 and 
divided by the average daily membership of students 
during this period. 

Administrative Uriit— A geographic area which, for 
specified public school purposes, is under the conu^ol 
of a board of education and the supervision of one or 
more administrative officers. (I, IV, V VI, Vll) 

Adult Education— Instruction designed to meet the 
unique needs of adults and youth who are beyond 
the age of compulsory school attendance. This may 
be provided by a school system, college, or other 
agency or institution (including a technical institute 
or area vocational school) through activities and 
media such as formal classes, a)rrespondence study, 
radio, television, lectures, concerts, demonstrations, 
and counseling. (IV-V-VI-VIIM) ' 

Adult School— A separately organized school providing 
instruction for adults and youth beyond the age of 
compulsory school attendance. (V-VI) 

Aga as of Saptembaif 1— As used in student r^rds, 
age at last birthday on or prior to September 1 . Age 
may be recorded and reported by years, i.e., an 
official school age reported as 8 years means that 
the child has reached his eighth birthday on or prior 
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'*See Handbook IV (Rovisid) for definitions of vi;riout steff 
Mignmentt. 



to September 1, but has not reached his ninth 
birthday. Ago also may be recorded and reported by 
years and months, as of September 1 , or by birth 
date. Age may be verified by a document such as a 
birth certificate, parent's affidavit, lospital certifi- 
cate, age certificate, entry in family Bible, baptismal 
certificate, passport, and previously verilied school 
record. (i VM) 
Age-Qrade Distribution— The number or percentage of 
students of each age in each grade, usually presented 
in an ageijrade distribution table. (V} 
AgQftgate Days Absanoa— The sum of the days of 
absence of all students when school is in session 
during a given reporting period. Only davs on which 
the studants are under the guidance and direction of 
teiK:hers should be considered as days in session. 
0-V) Ste a/$o Day in Session, page 82. 
Agsr«9*ta Days Attandmoe*-The sum of the days 
present (actually attended) of ail students when 
school is in session during a given reporting period. 
Only days on which the students are uruter the 
guidance and direction of teachers should be con- 
sidered as days in session, (t, II, IV, V, Vll, IIR, 
IVR) SSae also Day in Session on page 82 and Day of 
Attendance, page 33. 
Aggregate Days Membership— The sum of the days 
present and absent of ail stu.iants when school is in 
session during a given reporting period. Only days 
on which the students are under the guidanc id 
diraction of teachers should he considered as days in 
session. IMV, V, IIR, IVR) See also Day in 
Session on page 82 ano Membaohip, pages 81 and 
82. 

Agricultural Activitiei— As defined for Federal com- 
pensatory education programs, a sequence of activi- 
ties ranging from soil preparation through and 
including the storage, canning, or freezing of culti- 
vated crops, and activities on farms and ranches 
related to producing and processing milk, poultry, 
livestocic, and fish. Operations involved in forest 
nurseries and fish farms are considered to be 
agricultural activities. The cutting, transportation, 
and sawing of timber are not considered agricultural 
a^ivities, nor are the catching and processing of fish 
from streams and the ocean. 
Aleut— A member of a cultural group of Oriental 
origins living primarily in the Aleutian Islands and 
part of the Alasica peninsula. 
Anecdotal Record— Notes describing exactly what a 
student said or did in specific situations. When ac- 
dL!^23 anecdotal records may yield a picture of 
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the sir *dnt's developing behavior pattern^, interests, 
attitudes, strengths, and problems. 
Annual Current Expenditures Per Student \n ADA- 
The annual current expenditures divided by the 
averagie waily attendance for the year. (VM) Saeafso 
Current Expenditures and Current Expenditures Per 
Student. 

Annual Current Expenditures Per Student In ADM- 

The annual current expenditures divided by the 
average daily membership for the year. (VM) See 
also Current Expenditures and Current Expendi- 
tures P%r Student. 

AnnuH Withdrawal Rate«-The total number of times 
students withdraw from school during a given regular 
school term, divided by the number of different 
students in active membership status during the term, 
expressed as a percentage. (V) See also Active 
Membership Status in footr^ote on page 68. 

Apprentice**A worker who is learning a recognized 
occupat cn in accordance with a written appren- 
tice-trafoing contract between him and his employer 
or employers which provides for a given period of 
planned work experience through employment on 
the job, supplemented by appropriate related in- 
struction, and with other specified provisions of the 
arrangement. (VI) 

A^ea Vocational School— A public school which has 
been approved by the State board for vocational 
education to provide instruction in the occupations 
(other than professional occupations) to residents of 
the State, a county, a major city, or another 
designated geographic area usually larger than one 
local basic administrative unit. (IV. V-VI) 

Associate in Applied Science Degree— A degree com- 
monly conferred upon the succei^ful completion of 
a 2*year postseco.ndary program of studies com- 
posed of general education, electives, and a major 
concentration in a chosen technical, semiprofes- 
sional. or professional area of study. 

Associate in Arts Degree-A degree commonly con- 
ferred upon xho successful completion of a 2-year 
postsecorxiary program of studies composed essenti- 
ally of courses in the liberal arts. 

Associate in Science Degree— A degree commonly 
conferred upon the successful completion of a 
2*year postsecorxiary program of studies composed 
of courses in the liberal arts and sciences. 

Attendance Area— The geographic area wherein reside 
the students normally served by a psu-ticular school. 

Attendance Center-The location where students re- 
siding in a g'ven geographic area attend school. (VII) 
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Attendance Register-*A record containing information 
such as (a) the names of students who have entered or 
are expected to enter a class or school; (b) identified* 
tion information about each stuc^ent $U(:h as sex, 
date of birth, and address; and (c) infOi*mation 
concerning his entry or reentry, membership, at- 
tendance, absence, tardiness, and withdrawal. (VM) 

Atypical Characteriitic-A characteristic of an indi- 
vidual in a given chronological age group which is 
markedly different from that of the mean. (V. VI) 
See also Exceptional Chiklren. 

Atypical Condition— A condition of an iridividual in a 
given chronological age group which is markedly dif- 
ferent from that of the mean. An irxlivtdual having an 
atypical condition may reveal one or more atypical 
characteristics which enabk' an identification of the 
condition. (V) Seealso Atypical Characteristic. 

Average Age of Students- The total of the ages 
{expressed in years and months) of the students of a 
given group divided by the number of students in 
the group. (V) 

Average Clas« Size*~The total membership of classes of 
a given type, as of a given date, divided by the 
number of such classes. (V) 

Average Daily Absence— The aggregate days absence of 
a given school during a given reporting period 
divided by the number of days school is in sessio^i 
during this period. Only oays on which the students 
are under the guidance and direction of teachers 
should be considered as days in session. The average 
daily absence for groups of schools having varying 
lengths of terms is the sum of the average daily 
absences obtained for the indivkiual schools. (V) 
See also Aggregate Days Absence, Day in Session on 
page 82, and Day of Absence. 

Average Daily Attendance (ADA)-The aggrega<:e days 
attendance of a given school during a given reporting 
period divided by the number of days school is in ses- 
sion during this period. Only days on which the stu- 
dents are unrler the guidance and uii ection of teachers 
should be considered as days in session. The reporting 
period is generally a given regular school term. The 
average daily attendance for groups of schools having 
varying lengths of ternis is th<» sum of the average 
daily attendances obtained for the individual schools. 
For purposes of obtaining statistical comparability 
only, student staff ratios involving kindergarten and 
prekindergarten students attending a half-day session 
are computed as though these students are in atten- 
dance for a half day. The averse da'ly attendance of 
children arxJ youth residing in institutions for neg- 
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iectad or delinquent children or in adult correctional 
institutions should be r^|>orted according to provi- 
sions of the appiicable legislation. (IJI, IIMV, V« VI- 
VII-IIRJVRM) 
Average Daily Membenthip {ADM)--The aggregate days 
membership of agiven school during a given reporting 
period divided by the number of days school is in ses- 
sion during this period. Only days on which the stu- 
dents are under the gd idance and direction of teachers 
should be considered as days in session. The reporting 
period is generally a given regular school term* The 
average daily membership for groups of schools 
having varying lengths of terms is the sum of the aver- 
age daily memberships obtained for the individual 
schools* For purposes of obtaining statistical compa- 
rability only, student*staff ratios involving kinder- 
garten and prekindergarten studenU attending a half - 
day session are computed as though these stiKlents are 
in membership for a half day. (I J I, tll-IV-V, Vl, VII- 
IIRJVRM) 

Average Daily Membership of Students Transported- 

The aggregate days membership during a given 
reporting period of students transported to and 
from school divMed by the number of d^s school is 
in session during this perkxi. 

Average Daily Number of Students Pertklpating in 
National School Lunch and/or Breakfast Programs- 
The total number of servings per month for ele- 
mental / and secondary school students in national 
lunch and/or breakfast programs; divided by the 
number of days the meal i*. served. 

Average ^mbership Per School-The total member- 
ship of schools in a reporting unit, as of a given 
date, divided by the number of schools in the unit, 
(V,VI) 

Average Number of Chiklren Per Attendance Area-The 

total number of children of school age in an adminis- 
trative unit divkied by the number of attendance 
areas within the administratu'e unit (V, VI) 

Average Number of Children Ptoi School Distrkrt-The 
total number of children c f ichool age in a given 
State (or intermediate unit) oivided by the number 
of local bask: administrative uniu within the State 
(or internnediate unit). (V, Vl) 

Average Number of Students Tramportad*-The aggre- 
gate number of days indivkiual students are trans* 
ported between home and school during a given 
reporting period divkled by the number of days 
transportation is provkled. 

Average Transportation Cost Per Student Trans- 
portad-The annual current expenditures for 
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student transportation divided by the average daily 
membership of students transported. (V) 

B 

Behavk)r Paltafn-A special grouping or mosaic of 
responses of a student that, in the judgment of a 
trained observer, possesses some intrinskz unity. The 
responses obtained are consklered to result from 
inner psychological needs; as such they are more or 
less automatk:, with the student having little control 
over them. 

Board of Educatkm-The elected or appoints I body 
whk^h has been vested with responsibilities for 
authorizing, financing, and evaluating the educa- 
tbnal acthiities in a given school system, school, or 
geof^phic area. Such bodies sometimes are known 
by terms such as school boards, governing boards, 
boards of directors, school committees, and school 
trustees^ This definitkin relates to the general term 
and encompasses the boards of both publk: and 
nonpublic institutkms and school systenv* (VIM) 
Ssealso Pubtk Board ol Education* 

Boardkig School-^SM Residential School. 

Bonus Points— As used in this handbook, additional 
mark points awarded students in secpndary schools 
and junior colleges for perfomtance in school work of 
unusual diffkxjity, e4|., for advened courses. This 
does not refer to a system of rewards or ''tokens'' 
sometimes used as a teaching technique. 

C 

Case Load-^The number of students for whom a 
professk)nal staff member is responsible for pro- 
vkiing special educational services. 

Certificata of Completion-A document certifying the 
satisfactory completion of a course or a program of 
studies. This document frequently is awarded for 
courses for whkh credit toward graduation is not 
granted. This document sometimes is referred to as 
a "certificate of training/' (V, VI) 

Certificata of High School Equivalancy-A formal 
document issued by a State department of educa- 
tion or other authorized agency certifying that an 
individual has met the State requirements for high 
school graduation by attaining satisfactory scores on 
the Tests of General Educational Development or 
another State-specified exatiination. Certificates of 
high school equivalency are official documents that 
frequently are accepted by employers, post- 
secondary educational institutions, and others in the 
Sims manner as high school diplomas. (V, VI, VMM) 
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S9e afso High School Equivaltncy Examination and 
Taals of Ganaral Educational E>«v«fopmant (GEO). 

Chuich-Rtlatid School-A school associated with a 
religious or church organization. 

Clatt«-»A group of students assigned to one or more 
teachers or other staff members for a given period 
of time for instruction or other activity in a 
situation where the t6acher(s) and the students are 
in the presence of each other. (I, ili-IV, V, VI) 

Class Period-^The portion of the daily session set aside 
for instruction in classes, when most classes meet 
for a single such unit of time. (V-Vi) 

Class Size— The membership of a class as of a given 
date. 

Qock'Houf— As used in this handbook, about 60 
minutes of classworfc or instruction. This may 
include time for passing from one class to another. 
(IVM) 

Cocurricuiar ActivitieS'-^Activities, under the sponsor- 
ship or direction of the school, of the type for 
which participation generally is not required and 
credit generally is not awarded. {VI, VH-IIR, IVRM) 

Co<Ung-Distingui$hing among items and categories of 
information by assigning numbers or other syml>olic 
designations so that the items and categories are 
readily identifiable. (II, lll-IV, V-VII, IIR) 

Commuhity School--An elementary, secondary, and/or 
adult/continuing education organizational arrange- 
ment (or institution), operated by a tcH^al board of 
public education, in which instruction and other 
activities are intended to be relevant and applicable 
to the needs of all or most segments of the total 
population of the community served. 

Community Strvicr Education— A term frequently 
used synonyr^oysly, with the term ''Adult/Con- 
tinuing Education.'' This term reflects the efforts of 
community colleges and other institutions or agen- 
cies to extend their resources (e.g., facilities, person^ 
nel, and expertise) into the community through 
programs of noncredit. educational, avocational, or 
recreational courses, seminars, conferences, woric- 
shops, and other events utilizing any ^plicable 
facility or locale. 

Comprehensive High School— A secondary school with 
a number of depart ^^ents (e^.. academic, industrial, 
business, and vocauv)naO offering a diversified pro* 
gram to meet the needs of students with varying 
interests and abilities. (IV, V, VI, VII) 

Compulsory School Attendance— The practice of re- 
quiring school attendance by law. (V) 

Compulsory School Atlandance Agf — The ^ ^n 
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during which a child is required by law to attend 
school. (V) 

Confidential Reports from Outside Agencie$-As used in 
this handbook, confidential infoniiation from the 
records of cooperating agencies and individuals such 
as hospiti»ls, child welfare agencies, and the juvenile 
court; or correction officers and private practioiiers. 
Any such reports should be accepted only with the 
mutual uncterstanding that they will rK>t be incorpo* 
rated into cumulative records or special student serv- 
ices records, they will be under the direct supervision 
of qualified schooi personnel, and they will be made 
available on request to students or their parents. See 
also Cumulative Student Record and Special Stu- 
dent Service Record. 

Continuous School Census— An individual record of 
every resident child from birth to 21 years of age, or 
within some other age limits, which is checked regu- 
larly with all sources of information available to the 
school so as to provide an accurate current list of all 
children residing in a given administrative unit. (V) 

Cooperative Education-A combination program of 
study and practice -conducted on an alternating 
schedule of half days, weeks, or other periods of 
tirre-^provkiing legal employment for students with 
organized on-the-job training and correlated school 
instruction. (VI) 

Corrective Institution— An institution to which chil- 
dren and/or youth are committed for the correction 
of inappropriate patterns of social behavior. (V) 5iM 
also Institution for Delinquent Children. 

Cost Par Student-Current expenditures for a given 
period of time and/or for given programs, divided 
by an appropriate student unit of measure such as 
average daily attendance, or students in average 
daily membership. See also Current Expenditures, 
Annual Current Expenditures Pkr Student in ADA, 
Annual Current Expendituree Par Student in ADM, 
Current Expenditures Pet Student^ Current Expen- 
ditures Per Student Par Day (ADA), and Current 
Expenditures Per Student Per Day (ADM). 

Counsefort Par 1,000 Students in Average Daily At- 
tendance—The number representing the total full- 
time equivalency of counselor assignments^^ in a 
school or school system during a given period of 
time, multiplied by 1,000 and divkied by the 
average daily attendance of students during this 
period. 



'^Soa Handbook IV (Ravite^) for dafinitions of various staff 
attlgnments. 
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Counsdors Hr 1,000 Students in Avftrago Daily Mom- 
bership--The number representing the total full-time 
equivalency of counselor assignments^^ in a school 
or school system during a given period of time, 
multiplied by 1,000 and divided by the average 
daily membership of stuctents during th;s period* 

Credit Courte-A course for which students receive 
credit applicable toward graduation or completion 
of a program of studies. (V) 

Crouwalk-ln data processing, a procedure by which 
codes used for data in one data base are translated 
into the codes of another data base making it 
possible to relale information between or among 
data bases. 

Cumulative Student Record— A continuous and current 
record of significant, factual information regarding 
the progress and growth of an indivkJuai student as 
he goes through school, generally including personal 
identifying data; selected family data; selected physi- 
cal, health, and senso>^ data; standardized test data; 
membership and attendance data; and school perfor- 
mance data. (The cumulative student record should 
be maintained separately from special student services 
records and confidential reports from outside agen- 
cies.) (VM) See also Student Record, Permanent 
Student Record, Spedai Student Services Rea>rds 
and Conf kientiai Repoits from Outskle Agencies* 

Current Exponditures— The total charges incurred for 
the benefit of the current fiscal year, except for 
capital outlay and debt service. If accounts are kept 
on the accrual basis, current expenditures include 
total charges incurred, whether paid or unpaid. If 
accounts are kept on the cash basis, current expen- 
ditures include only actual disbursements. 
(II tll VI liRM) 

Currant Expenditures Per Student-<^urrent expendi- 
tures for a given period of time divided by a student 
unit of measure. The term includes all charges, 
except for capital outlay and debt servi^, for 
specified school systems, schools, and/or program 
areas, divkied by the average daily membership or 
average daily attendance for the school systems, 
schools, and program areas involved. (II, V-VI, IIR, 
IVRM) See also Current Expendit«:.4$. 

Current Expenditures Per Student Per Day (ADA)- 
The current expenditures per student in average 
daily attendance during a given school term, divided 
by the number of days school was in session during 
this term. (V, VIM) 

^^See Handbook IV (Revised) for definitions of various staff 
assignments. 



Current Expenditures Per Student Per Day (ADM)- 
The current expenditures per student in average 
daily membership during a given school term, 
divided by the number of days school w^s in session 
during this term. (V, VIM) 

Current Expenditures Per Student Pc^r Hour Course 
Meets (Adult/Continuing Education)-^urrent ex- 
penditures for aduk/continuing education (for a 
given period of time) divided by aggregated stu- 
dent hours. The term aggregated swdant hours 
refers to the total hours, for all courses, or to the 
enrollment for each course tm^ the number of 
hours the course meets. (NOTE: This item may be 
used in any situation where there is a significant 
proportion of part-time students.) (VIM) See also 
Current Expenditures. 

Curtailed Session-A school session with less than the 
number of hours of instruction r^mmer.ded by 
the State education agency. (V, VI) 

D 

Daily Session-^ Session. 

Day of Absance-'A schooSday during v^ich a student 
is in membership buc not in attendance (i.e., 
nonattendance of a student on a day when school is 
in session). (V) Seealsfj Absence. 

Day School— A school fittended by students during a 
part of the day, as distinguished from r residential 
school where students are boarded and lodged as 
well as taught. (V, VI) 

Delinquent Behavior— Behavior of a juvenile which is 
habitually wayward, disobedient, truant, or of such 
a nature as to impair or endanger the morals or 
health of self or others. If a juvenile violates a law or 
ordinance and is convicted in a court of law as a 
juvenile, he sometimes is considered a iuvenile 
delinquent, depending on the severity of the viola- 
tion; for repeated convictions of lesser offenses, he 
usually is considered a juvenile delinquent. Some 
jurisdictions use a term other than "conviction"' in 
juvenile cases. (V, VI) 

Demotion— A change of a student's grade placement 
from d higher to a lower grade; the opposite of 
promotion. a/so Promotion. (V) 

Department of Defense Overseas Dependents School— 
An elementary or secondary school operated for 
dependentr of active duty military and civilian 
personnel of the U.S. Department of Defense who 
Aroj^ationed overseas. 
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DitadvmtaeMi IHirMiis-Uniess defined differently for 
specific educational programs (e^,, vocational 
education, consumer, and homemaking programs), 
persons who have academic, socioeconomic, cuU 
turat, or other handicaps that prevent them from 
suci^eding in educational programs designed for 
persons without such handicaps; and who, for 
that reason, require specially designed educational 
programs and related services. The term includes 
persons whose needs for such programs or serv- 
ices result from poverty, neglect, delinquency, 
or cultural^ racial, or linguistic isolation from 
the . community at large* The term does not in- 
clude physically or mentally handicapped 
persons except where such persons also are sub- 
ject to the other handicaps and conditions re- 
ferred to in this paragraph. See aiso Handi- 
capped Children, 

Dropout-^A student who leaves a school, for any 
reason except deaths before graduation or com* 
pletion of a program of studies and without 
transferring to another school. The term '"dropout" 
is used most often to designate an elementary or 
secondary school student who has been in member- 
ship during the regular school term and who 
withdraws from membership before graduating 
from secondary school (grade 12) or before 
completing an equivalent program of studies. 
Such an individual is considered a dropout 
whether his dropping out occurs during or between 
regular school terms« whether his dropping out 
occurs before or after he has passed the compulsory 
school attendance age, and, where applicable, 
whether or not he has completed a minimum 
required amount of school work. In this handbook, 
the term ''dropout'' is used synonmously with the 
term "discontinuer." See also Discontinuance of 
Schooling, page 86. (V) 

Dual Enrollment*-An arrangement whereby a student 
regularly and concurrently attends two schools 
which share direction and control of his studies. For 
example, the student attends a public school part- 
time end nonpublic school part-time, pursuing part 
of his elementary or secondary studies under the 
direction and control of the public school and the 
remaining pari under the direction and control of 
the nonpublic school; or, he attends a public 
secondary school part-time and an area vocational 
school part-time with the direction and control of 
his studies similarly shared by the two institutions. 
(VI, VII) , ^ 



E 

Educationally D^^ived Q iMren-^As defined for 
Federal (X)mpe;\satnr%/ edt ,;atlen progratTus, those 
children who have need fb* specific assistance h^t 
order that their level of educ itsonai attainment mav 
be raised to that a^prop.ijte for children of their 
age. The term ir^iuiles d'lifdren who are handi- 
capped or whose needs fo< s<:c(i special educatiohal 
assistance result from povei*tv , neglect, delinquency, 
or cultural or linguistic isolation from «he com- 
munity at large. 

Employment Permit— A type of legal certificate sorre- 
times called a "work permit," authorizing youths to 
engage in certain types of work h .rore trv. ^ hava 
reached the age of unrestricted empioym:'nt. i^- A) 

English {Socio-Culteiral Dialect)— A vi^riat^Oa o> the 
English language spoken in the Unit&' tfc:fs by 
many members of a distinct socio-culfa^ jroup, 
such as Afro-Americans, Ch^canos, P'^^wc ^vicans, 
and Appalachian nH)untaineers. SucSh 'ions of 
English-generally denoted as ruinstaiia^jrd- differ 
from regional standard variations -and from each 
other) in regard to grammar as well as pronunciation 
and idiomatic usage. 

English (Stfindard! American)--The English iaoguage as 
spoken in such mainstream instituttons of the 
United States as gowernnoental bodies, schools, 
churches, and communications media. While there 
are regional variations of standard American English 
(e^.. Southern standard and New England stand- 
ard), the grammar of these regional variations is 
similar, and the differences between them are 
predominantly those of pronunciation and idio- 
matic usage. 

Eskimo-A member of a cultural group of Oriental 
origins living primarily in Greenland, northern 
Canada, Alaska, and the northeastern tip of Asia. 

Estimatad Number of Students in a Spedf i«f Ptartici- 
pating School Who art Eligible for Free or Re- 
duced-Price Type A Lunches Under the Approved 
Eligibility Standards for Such Lunche$-(As re- 
quired under SMtion 11 of the National School 
Lunch Act of 1946, as amended, this number is 
reported semiannually, based on October and March 
data.) 

Exceptional Chiidren^hildren who, because of certain 
atypical rharMteriscics, have been identified by 
professionally qualified personnel as requiring 
special educational planning and services, whether 
not such servk:es are available. In general, the 
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term ''exception^ children'' corsiders exceptional* 
ity on the basis of (a) physical, health, or sensory 
handicap, (b) emotional handicap or behavioral 
problem, and (c) observable exceptionality in 
mental ability, i.e., mentally gifted and mentally 
retarded. Some exceptional children have more than 
one wpe of exceptionality. (I, lll-V*Ve, IVRM) 

Exceptionality— A physical, health, sensory, mental, 
psychological, or proficiency characteristic by which 
qualified professional personnel identify individuals 
as differing significantly from others in their age 
group. (V,VI, IVRM) 

Excest Membership in Public Schools-Membership in 
excess of the normal student capacity of accessible 
publicly owned school plants in use. This includes 
any public school students housed in nonpubiidy- 
owned quarters or makeshift or improvised facilities 
as well as those who are in excess of the normal 
capacity in permanent publicly owned school 
plants. (I V, V!) 

Expulsion— The action, taken by school authorities, 
compellirtg a student to withdraw from school for 
reasons such as extreme misbehavior, incorrigibility, 
or unsatisfactory achievement or progress in school 
work. (VM) See also Suspension. 

Extriciass Activities— A term used synonymously with 
the term "cocurricular activities." See Cocurricular 
Activities. 



F 

Fee— A payment, charge, or compensation for services 
(other than instruction), for privileges, or for the 
use of equipment, books, or other goods. (VI, VII) 

Field Size— In data processing, the units of space 
allowed in a disk, drum, tape, tabulating card, or 
other device used to record data for a particular 
ttem of information. 

First-Professional Oegree-A degree that signifies com- 
pletion of the academic requirements for beginning 
practice in a given profession, and is based on a 
program requiring at least 2 years of college work 
prior to entrance and a total of at least 6 academic 
years of college work to complete the degree 
program, including both prior-required college work 
and the professional program itself. First-profes* 
sional degrees are awarded in fields such as dentistry 
(D.D.S, or D.M.D.), medicine (M.OJ, optometry 
(O.D.), osteopathic medicine (D.O.), podiatry 
(Pod.D. or O.P.) or podiat ic medicine (D.P.M.), 
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veterinary medicine (D.V.M.), general law (LL.B.or 
J.O.), and general theological professions (B.O., 
M.Div., Rabbi, or other first-professional d^ree). 
Former Migratory Child— As defined for Federal com- 
pensatory education programs, a child who, with 
the concurrertce of his parents, is deemed to be a 
migratory child on the basis that he has been an 
interstate or intrastate migratory child but has 
ceased to migrate within the last five years and 
currently resides in an area where interstate and/or 
intrastate migratory children will be served. Ste a/so 
Interstate Migratory Child and Intrastate Migratory 
Child. 

Foster Home— A family home, other than the home of 
a natural parent, into which a child is placed for 
rearing without adoption. (V) 

Fresnman— In college, a student who has earned less 
than the required number of credit hours for 
completion of the first year of study. The term also 
is used frequently in referring to a high school 
student in grade 9. 

Full Day of Attendance— Attendance during a com- 
plete full<iay school session or approved curtailed 
session. Atterrdance at a State-approved half-day 
session for kindergarten or prekindergarten also 
should be counted as a full day of attendance. An 
excused absence should not be counted as a day of 
attendance. (VM) See also Session and Half Day of 
Attendance. 

Full-Day Sassion— A school session wich contains at 
least the minimum number of hours recommended 
by the State education agency for a full day of 
attendance in a givan elementary or secondary grade 
other than kindergarten or prekindergarten. (V-VI) 

Full-Time Equivalency of Assignment-The amount of 
employed time normally required of a staff memi3er 
to perform a less than full-time assignment divided 
by the amount of time normally required in 
performing a corresponding full-time assignment. 
Ful!*time equivalency of assignment usually is ex- 
pressed as a decimal fraction to the nearest 10th. 
(IV-V) 

Full-Time Equivalent Enrollment— The equivalent num- 
ber of full-time students in a college at an established 
census date, determined by divkJing the a. -umed 
normal individual student load of credit hours into 
the total student credit hours as of that date. 
Full-Tuition Student— A student-usually a nonresident 
of the geographic area served by a specified school, 
school system, or institution-for whom the maxi- 
allowable tuition is paid. (VM) 
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Grade— That portion of a school program which repre* 
sents the work of one regular school term, identified 
by a designation such as kindergarten, grade 1, or 
grade 10. (MV, V, VI, VII) 

Grade-Point Aver«ga--A term used synonymously with 
tfte temt "markix>int average/' See Mark-Point 
Avarage. 

Grade Points— A term used synonymously with the 
term "mark points/' See Mark Points. 

Graduata-An indivklual who has received formal 
recognition for the successful completion of a 
prescribed program of studies. (IV, V) 

GuiMlanca Servicas-The activities of counseling with 
students and parents, providing consultation with 
other staff members on learning problems, evalu- 
ating the abilities of students, assisting students to 
make their own educational and career plans and 
chokres, assisting students in personal and social 
development, providing referral assistance, and 
working with other staff members in planning and 
conducting guidance programs for students. (IV-V- 
VI IVRM) 
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Half Day of Attendance-Attendance for approximate- 
ly half of a full<lay school session or an approved 
curtailed session. For example, a student who is 
present a major part of either the morning or 
afternoon portion of a school session usually is 
counted as being in attendance for that half session. 
This usually is the smallest unit of time reported for 
attendance purposes by an elementary or secondary 
school during the regular school term. (VM) also 
Saiik>p and Full Day of Attendance. 

Halfway Session*^ A school session which contains the 
minimum number of hours recommended by many 
State education agencies for kindergarten or pre- 
kindergarten instruction, when the length of this 
sessbn approximates half the number of hours 
recommended for a full<lay session in other ele- 
mentary grades. Kindergarten and prekindergarten 
students attending a half^day session are in member- 
ship for the full day. However, for purposes of 
obtaining statistical comparability only, ratios in- 
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volving thesa students are computed as though they 
were in membership for a half day. (V-VIM) 
Handicap— An atypical phy^cal, health, sensory, 
mental, or psydiological condition that adversely 
affects the performance of an individual. (V, VIM) 

Handicapped ChlMran-^As defined for Federal pro- 
grams of education for the handicapped, mentally 
retarded* hard of hearing, deaf, speech impaired, 
visually handicapped* seriously emotionally dis- 
turbed, crippled, or other health impaired children 
who by reason thereof require special education and 
related services. The temn also includes children 
with specific learning disabilities to the extant that 
such children are health impaired children who by 
reason thereof require special education and related 
services. {20U.S.C. 1401(1); 45 CFR 121.2). 

Head of Househokl— The individual assuming the re- 
sponsibility for a family group. (V) 

High School Diploma-A formal document certifying 
the successful completion of a prescribed secondary 
school program of studies. In some States or 
communities, high school diplomas are differenti- 
ated by type such as an academic diptonria, a general 
diploma, or a vocational diploma. (IV, V, VMVRM) 

High Schoo! Equivalency Examination^ An examine* 
tion, approved by a State department of education 
or other authorized agency, intended to provkie an 
appraisal of the student's achievement or perfor- 
mance in the broad suOject^atter £reas usually 
required for high school graduation. The Tests of 
General Educational Development (GED) are the 
most widely recognized high school equivalency 
examination. See also Tests of General Educational 
Devdopmant (GED) and Certsfk:ate of High School 
Equivaler^. 

High School Pottgraduate-A student who, after gradu- 
ating from high school (gr&de 12), enters a secorKi* 
ary schoDi for additional school work. (IV, V, VI) 

HomebounTi Student— A student who is unable to 
attend classes arxJ for whom instruction is provided 
at home by a teacher. (V, VI, IVR) See also 
Instruction for Homebound StMdent. 

Homeroom^-The room or other space where a teacher 
meets with a group of students for their homeroom 
period. 5m a/so Homeroom Period. 

Homeroom Perkid— A portbn of a daily session, in 
a departmentalized or semidepartmentalized in- 
structional organization, durir)g which a teacher 
and a group of students meet primarily for pur 
poses of checking attendance, making announce- 
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menu, arxi attanding to other administrative de* 
tails. (Vi) 

Hospital instructton-Formal instruction provided in a 
hospital, sanatorium, or convalescent home. (V, 
VIM) 



I 

Incompitte High School--A secondary school which 
offers less than 4 full years of work beyond grade 
8 in a school system that is organized in such a 
manner that grades PreK, K, or 1 through 8 
constitute the elementary grades. These are some- 
times called ''truncated high schools/' (1, II, III, IV, 
V VI, VM) 

Independtfit American Overseas School-An ele- 
mentary or secondary school located outside the 
United States and its outiying areas which (a) 
follows basically a U.Srtype curriculum, (b) uses 
English as the primary langauge of instruction, and 
(c) has a large proportion of citizens in its 
student body and staff. 

Independent Nonprofit School-A private or nonpublic 
school which is not a part of a school system and is 
operated with no intention of making a profit. See 
a/so Private or Nonpublic School. 

tndivklual Instruction— An arrangement whereby a 
student receives instruction by himself and not as 
part of a class, i.e., instruction for a single person. 
(V,VIM) 

in-S^ool Instruction-^lnstruction received by a stu- 
dent within the school plant. (V, VI ) 

Imtftutton for Ddinquent Chiidren-As defined for 
Federal compensatory education programs, a public 
or private nonprofit residential facility which is 
operated primarily for the cdre of, for an indefinite 
period of time or for a period of time other than 
one of short duration, children and/or youth who 
have been adjudicated to be delinquent. Such term 
also includes an adult correctional institution in 
wh^ children are placed. See also Delinquent 
Behavior and Juvenile Delinquent. 

Institution for Neglected Children-As defined for 
Federal compensatory education programs, a public 
or private nonprofit residential facility (other than a 
foster home) which is operated primarily for the 
care of, for an indefinite period of time, at least ten 
children and/or youth who have been committed to 
the institution, or voluntarily placed in the institu- 
tk)n, arid for whom the institution has assumed or 
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been granted custodial responsibility pursuant to 
applicable State law, because of the abandonment 
or neglect by, or dea.h of, parents or persons acting 
in the place of parents. 

Instniction— The activities dealing directly with the 
teaching of students and/or with improving the 
Muality of teaching. (I, IIJII, V, VI tlR, IVRM) 

instruction for Homebound Studmt— Individual in- 
struction by a teacher usually at the home of a 
student who is unable to attend classes. In some 
instances, sik^ instruction is augmented by tele- 
phone communication between the classroom end 
the student or by other means. OV*V, VMVRM) 

Instructional Level-An indication of the general 
nature and diffk:ulty of instruction, e.g., elementary 
instructional level, secondary instructional level, and 
postsecondary instructional level. (V, VI, Vli, IVR) 

Intermediate Adminlstntive Unit«*An administrative 
unit smaller than the State which exists primarily to 
provide consultative, advisory, administrative, or 
statistical services to local basic administrative units, 
or to exercise certain regulatory functions over local 
basic administrative units. An intermediate unit may 
operate schools and contract for school services, but 
it does not exist primarily to rerxjer such services. 
Sur univs may or may not have taxing and Donding 
aut .^rity. Where there is a supervisory union board, 
the union is included as an intermediate unit. (I, 
IMV, V, Vi,VII, IIR) 

Interstate Migratory Child-As defined for Federal 
compensatory education programs, a child who has 
moved with a parent or guardian within the past 
year across State boundaries in order thet a parent, 
guardian, or other member of his immediate family 
might secure temporary or seasonal employment in 
?n agriculture activity. 

intrastate Migratory Chiid-»A$ defined for Federal 
compensatory education programs, a child who has 
moved with a parent or guardian within the past 
year ^ros^ school district boundaries within a State 
in order that a parent, guardian, or other member of 
his immediate famfty might secure temporary or 
seasonal employment in an agricultural activity. 

Item of information-As used in this handbook, a 
descriptive heading under which is recorded infor- 
mation about students. (IV-V-VIM) 

J-K 

Job-Entry Level of Empioyment— A level of em- 
ployment in which a person may be employed 
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on the basis of his education and training, without 
previous related work experience* 
Juvenile Deiinquent*-An offender against the laws of 
society who, because of his age, is not considered a 
criminal. While the term "juvenile delinquent'' often 
is applied to all vouthful offenders tried in juvenile 
court, these children technically are not legally 
delinquent until adjudged so by the court. (V, VI) 
Sm also Delinquent Behavior. 

L 

Laboratory, Model, or Pr«nice School— An elementary 
or secondary school in which part or all of the 
teaching staff consists of cadet or student teachers 
and the control and operation of the school rests 
with an institution which prepares teachers. (I*V, 
VI) 

Library Services Staff Per 1,000 Students in Average 
Daily Attendasice— The number representing the 
total full-time equivalency of library sen/ice staff 
assignments'^ in a school or school system during a 
given period of time, multiplied by 1,000 and 
divided by the average daily attendance of students 
during this period. 

Local Basic Administrative Unit-An administrative 
unit at the local level which exists primarily to 
operate public schools or to contract for public 
school services. Normally, taxes can be levied by 
such units for school purposes. These units may or 
may not be conterminous with county, cit/, or 
town boundaries. This term is used synonymously 
with the terms ''school district'' and "local educa- 
tion agency." (I, 11, IIMV, V-Vl, VII-IIR, IVRM, 
VI, VMM) 

Local Education Agency (LEA)— A term used synony- 
mously with the term "local basic administrative 
unit." (VI-IIR, IVRM) See also Local Basic Ad^ 
ministrative Unit* 



M 

Mark-Point Average— A measure of average perform- 
ance in all courses taken by a student during a 
marking period, school term, or year— or accumu- 
lated for several terms or years--obtained by di- 

"Sm Handbook IV (Revised) for definitions of various staff 
estigomtntft. 
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viding total mark points by total courses or oy 
hours of instruction per week. (VIM) 

Mark Pdints— The specific numerical equivalents for 
marks, sometimes appearing in the records of 
specific students for use in determining student 
mark-point averages. See also Mark Value and 
Mark-Point Average. 

Mark Value— The scale of numerical equivalents for 
marks awarded, indicating performance in school- 
work and used in determining studant mark-point 
averages, e.g., A»4, B«3, C«2, D«1. The specific 
numerical equivalents in student records may be 
referred to as "mark points." (VI) 

Matai Name— In Samoa, the name of the head of the 
household or family which is different from the 
name of the father. This name is assumed when a 
person takes over responsibility for a family upon 
the death or disability of the father (or other 
provider). 

Maximum Class Size— The membership of the largest 
class of a given type as of a given date. 

Measure— A unit of measurement to which reference 
may be made for purposes of description, com- 
parison, and evaluation. Many measures are ob- 
tained by computation involving one or more items 
of information. (IV, V, VI, IVR) 

Median Age of Students— For a given group of stu- 
dents, the age that evenly divides the distribution of 
students whe.i classified by age, i.e., the age so 
selected that 50 percent of the students are older 
and 50 percent are younger. (V, VIM) 

Membership in Special Groupings and/or Special 
Schools— The number of students on the current roil 
in special programs (e.g., in special classes, 
groupings, or caseloads) and/or special schools as of 
a given date. (VM) 

Migratory Agricultural Worker— An individual whose 
primary employment is in one or more agricultural 
activities on a seasonal or other t^porary basis and 
who establishes a temporary residence, with or 
without his family, for the purpose of such employ- 
ment. (VM) Se^also Agricultural Activitiei. 

Migratory Children— Children whose parents are migra- 
tory workers, and who accompany their parents 
from one temporary residence to another. For 
school purposes, the term refers to such children 
within the .age limits for which the local school 
district provides free public education. (V-VIM) See 
also Migratory Agricultural Worker. 

Migratory Worker— An individual whose primary em- 
ployment is on a seasonal or other temporary basis 
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and who establishes a temporary residence, with or 
without his fuYiiiy, for the purpose of such enrtpfoy- 
ment. (V, VIM) See also Migratofy Agricultural 
Woifcar. 

Minimum Perniisiibto Class Sbea-The smallest number 
of students to be assigned to a class of a given type, 
below which the class may be cancelled. 

Momtoring Syttam— As used in this handbook, a set of 
procedures and programs for a computerized infor- 
mation system that are des^ned to check recorded 
or transmitted signals in the process of inputting or 
retrieving information from d&ta files. 

N 

Natkmal School Lundi Program--A progranrt whereby 
the Secretary of Agr {culture assists State education 
agencies through grants4n*akt and other means to 
establish, maintain, operate, and expand school 
(unch programs in all schools making application for 
assistance and agreeing to operate a nonprofit lunch 
program in accordance with regulations of the 
National School Lunch Act, as amended. 

Neglected Child-As def ;ned for Federal compensatory 
education programs, a child residing in a public or 
private nonprofit resklentiai institutkin (other than 
a foster home) which has assumed or been granted 
custodial responsibility for the child pursuant to 
State law, because of the abandonment or neglect by, 
or death of, parents or persons acting in the place of 
parents. See also instit*ition for Neglected Children. 

Neurotogieal Handicap**A condition of the central 
nervous system which may result in disabilities such 
as post encephalitis and post meningitis. See also 
Orthopedically Kandicapp«d on page 52, Other 
Health lit^iaired on page 52, and Children with 
Specific Learning Oisabiliti«ps on page 67. 

No Year Level— In college, a designation for the status 
of a student who previously has earned a degree or 
who is not enrolled in a degree program. 

Noncredit Course-A course for which students do not 
receive credit applicable toward graduation or com- 
pletion of a program of studies. (V-VI, Vll, IVR) 

Nonaducational institution— A hospital, sanatorium, 
convalescent home, mental health clinic, orphanage, 
corrective institutton, or other institution whose 
primary function is other than the operatk>n of 
schools. (V) 

Non*Engliah--A language other than English or an 
English dailect, such as Arabic, Chinese, Czech, 
Danish, FreiKh, German, Greek, Hawaiian, Hebrew, 
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Italian. Japanesa, Norwegian, Polish, Portuguese, 
Russian. Spanish. Swedish, Ykldish, and a Nnive 
American Indian tribal language. 

Nongraded Clast--SM Ungraded Class. 

Nonpublic School^Ste Private or Nonpublic School. 

Nonresident Student of Administrative Unit (or School 
Oiitrict)-A student who reskfes outside the ad- 
ministrative unit (or school district). (V) 

K^mresklent Student of Attendance Area-A student 
who resides outside the geographic area normally 
served l>v the ^ool he attends. (V) See also School 
Attendana^ Arae. 

Nonstandard English-^Siee En^ish {Soeio-Culturel 
Ois:ect). 

Nontuitton Stu iant-A student-usuatSy a resident of 
the geographic area served by a specified school, 
school system, or institution-for wnom no tuition 
if paid. (VM) 

Norm*Referenced Tait-An examination for which an 
individuc< « score indicates the relationship of the 
individual's performarKse to that of e specified norm 
group. Seea^ Critarion4!iefeiienoed Test on page 63. 

Number of Librarian/Medie Asstgnmenti Per 1,000 
Smdenis in Average Daily Attendanoa-The number 
representing the total full*time equivalency of librar- 
ian/media assignments'^ in a school system during a 
given perk>d of time, multiplied by 1,0CX} and 
divided by the average daily attendance of students 
during this period. 

Number of Librarian/Medie Assignments 1,000 
Students in Average Daily Mecnbership-Tbe num- 
ber representing the total full-time equivalency of 
librarian/media assignments^^ in a school system 
during a given period of time, multiplied by \fiOO 
and divided by the average daily membership of 
students during diis p^iod. 

Number of Students Advanced at an Accelerated 
Rate— The number of students whose progress is 
more rapid than the usual practice. This may involve 
''double promotions'' (two grades' progress in one 
year) or some other arrangement for promoting 
students at a rate more rapid than one grade per 
year^ 

Number of Sttidents Completing a Given Course-The 
number of students in a graduation group, including 
discontinuers or dropouts, who completed a given 
course during their years in a given school or school 
system. 



^^Sm Htndbook IV (Rtvisad) for definitions of various staff 
assignmantt. 
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NuinlMr of Students Taking a Givan Coursa-^The 

number of studanu who, during a given reporting 
period (e.g., a given regular school term) are 
enrolled in a given course. 

Number of Studenu Transported to and from School 
at PubEic Expensa--^See Average Daily Membership 
of Students Transported and Average Number of 
Students Transported* 

Number of StudenU Whose Families Fall within the 
U.S. Department of Agriculture's Income Poverty 
Guideiines-^The number of students whose apolica- 
tions have been approved by the school (within the 
prescribed limits of State-established ir^ome stand- 
ards) for participating without charge or at a 
reduced charge in natior^i school breakfast and/or 
Type A lunch programs. 

O 

Outlying Areas— As used in this handbook, a term 
including Amerk:an Samoa* the Canal Zone, Guam, 
Puerto Hico, the Trust Territory of the Pacific 
IslarKis, thi- Virgin Islands, and other areas under 
jurisdiction or control of the United States. (VM) 

P 

Partial-Tuition Student— A student for whom tuition is 
paid, but less than the maximum amount. (V) 

Par Student Cost of a Building— The cost of a building 
divided by the student capacity of the building. (Ill , V) 

Percentage of Absenet-The average daily absence 
during a given reporting period divided by the 
average daily membership for the period, expressed 
as a percentage; or, th^ aggregate days absence 
divided by the aggregate days membership, ex- 
pressed as a percentage. (V) 

Percentage of Attendance— The average daily attend- 
ance during a given reporting period divided by the 
average daily membership for the period, expressed 
as a percentage; or, the aggregate days attendance 
divided by the aggregate days membership, ex 
pressed as a percentage. (V) 

Percentage of Change in Membership from PrevkHis 
Year (for a Given Date)-The change of membership 
from a given date in or>e year to a corresponding 
date the following year, divided by the membership as 
of the first date, expressed as a percentage. (V, VI) 

Percentage of Change in Membership from Previous 
Year (for a Period of Time)-The change of averaee 
daily membership from a given period of time in 
one year to a corresponding period of time the 
following year, divkied by the average daily mem- 
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bershfip during the first period of time, expressed as 
a percentage. (V) 

Ptroentsge of High School Graduates Who Completed 
Courses In V«rk>us S^Aject-Matter Areas-The num- 
ber of students in a given high school graduation 
group who completed courses in each of a number 
of specific subject^atter areas, divided by the total 
number of students in the group, expressed as a 
percentage. (V-VI) 

Percent^ of Participatton in National School Break- 
fast Program— The average daily number of ele- 
mentary and/or secondary school students partici- 
pating in the national school breakfast program 
during a specified month, divided by the average 
daily attendance foi the same month. See also 
Average Daily Number of Students Participating in 
Nationai School Lunch and/or Breakfast Programs. 

Percentage of Partkipatton in National School Lunch 
Program— The average daily number of students 
participating in the national school lur>ch program 
during a specified month, divided by the average 
daily attendance for the same month. See a/so 
Average Daily Number of Students Participating in 
Natk>nal School Lunch and/or Breakfast Programs. 

f^eantage of Students Currently Mamban of Classes 
in Various Sub|act-Matt&r Araas-The number of stu* 
dents in a given school group who are members of 
classes in each of a number of specific subject-matter 
areas, divided by the total number of students in the 
group, expressed as a percentage. (V-VIM) 

Percentage of Students Making Normal Progress-The 

number of students making normal progress during 
a given reporting period, divided by the membership 
at the dose . the period, expressed as a percentage. 
(V, VI) 

Percentage of Students Not Promoted (or. Re- ^ 
laisitd) — The number of students who, at the close 
of a given reporting period (usually a regular school 
term), are reassigned to the same grade, divided by 
the membership at the close of the period, ex* 
pressed as a percentage. Students in ungraded classes 
are not considered "not promoted'' unless (and 
until) they are asked spend more than the usual 
amount of time in such classes. (V, VI) 

Percentage of Students Participating in Various Activi- 
ties—The number of students who, during a given 
reporting period (e.g., a given regular school term), 
take part in each of a number of specific activities, 
divicted by the average daily membership of students 
in the group, expressed as a percenta^te. (V, VI) 
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Ptrotntftgt of Studsnts Promoted-The number of 
students promoted durirg or at the close of a given 
reporting period (usually a regutat school term), 
divided by the membership st the close of the 
period, expressed as a percentage. For reporting 
purposes, students in ungraded classes who have 
made satisfactory progress may be considered separ* 
atety or they may be considered promoted. (V, VI) 
Ptretntage firf Students Transported at Public Ex* 
penie-^The average daily membership of students 
transported ai public expense, divided by the 
averse daily membership of the reporting unit, 
expressed as a percentage. {V) 

Percmtage of Total Excess Public School M^nbor* 
thip->Total excess membership in public schools 
divided by the nomnal student capacity of accessible 
publicly owned school plants in use, expressed as a per- 
centage. (V, VI) See also Excess Membership in Pub- 
lic Schools and Student Capacity of a School Plant 

Pkreentige of Transported Students Riding a Given 
Time— The average daily membership of students 
who ride a given time (e.g., 30 minutes, and 1,1%, 
and 2 hours), divided by the average dc:!*; riember- 
ship of students transported, expressed as a per- 
centage. This percentage may be determined as of a 
given date or it may be determined on the basis of 
averages for a given reporting period. 

Permanent Student Reoord-A student record con- 
sidered to have permanent or semipermanent value 
and which remains indefinitely in the files of the 
school or school system. (VM) See atso Stuctent 
Record and Cumulative Student Record. 

Physical Handicap«-An atypical physical condition that 
adversely affects the performance of an individual. 
Individuals with marked physical handicaps may be 
classified into groups such as: the blind, the 
partially seeing, the deaf, the hard of hearing, the 
speech handicapped, the language handicapped, the 
crippled, and those having special physical health 
problems resulting from various diseases and condi- 
tions. (V, VI) See else Handicapped Children. 

Physical impainnent--As used in this handbook, a 
physical condition that may adversely affect a 
student's normal progress in the usual school pro- 
gram. (VM) See also Physical Handic^. 

Poitaeoondary Education-Instructional proyams (in- 
cluding curriculum, instruction, and related student 
servfces) provided for persons who have completed 
or otherwise left educational programs in ele* 
mentary and secondary schools. (For a compre- 
hwsive overview of "student services,*' see Pupil Per 



tonnel Services on pages 91 to 93 of Handbook VI.) 

Private or Nonpublic School--A school which is con- 
trolled by an individual or by an agency other than 
a State, a subdivision of a State, or the Federal 
Government, usually which is supported primarily 
by other than public funds, and the operation of 
whose program rests with other than publicly 
elected or appointed officials. (I, tl-IV, V-VMIR, 
IVRM) See atso Independent Nonprofit School and 
Proprietary School. 

Professional Educational Staff Per 1.000 Students in 
Avenge Daily Memfoership-The number repre* 
senting the total full-time equivalency of profes- 
sional educational assignments'^ in a school system 
during a given period of time, multiplied by 1,000 
and divided by the average daily membership of 
students during this period. (IV, V, VI) 

Project Area— As defined for Federal educational pro* 
grams, a school attendance area, or combination of 
school attendance areas, which because of a high 
concentration of children or families of specified 
characteristics is thereby designated as an area from 
which selected children nay be served by a par- 
ticular project. Se« a/so Attendance Area. 

Proprietary Schooi-A private or nonpublic school 
whid) is operated for business profit. See afso 
Private or Nonpublic Sdi'iol* 

Psychometric Data-Psychological data about a student 
analyzed by the apolicationof mathematical and sta- 
tistics, methods developed for psychological testing. 

Public Board of Education— Tne elected or appointed 
body which has been created according to State law 
and vested with respo.isibilities for educational 
activities in a given geographic area. Such bodies 
are sometimes known as school boards, governing 
boards, boards of ditectors, school committees, and 
school trustees. This definition includes State 
boards of education and the boards of intermediate 
and local basic administrative units and individual 
public institutions. (I-II, IV, VM) 

Publk: Record-A record which by law, regulation, or 
custom is generally available to the public at large, 
or to segments of the public having d legitimate 
reason for reviewing the record. 

Public School— A school operated by publicly elected 
or appointed school officials in which the program 
and activities are under the control of these officials 
and which is supported primarily by public funds. 
(IJI, lll,IV ,V-VI,VII, IIR, IVR) 

'^Sae Kandbook IV (Revised) for definitions of various staff 
astignmants. 
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niblidv OwMd Schootbui-^ schoolbus owned by a 
school district, d municipal unit of govdrnment^ a 
Stata govarnmant. or the Federal Government, 
^ich is used for the transportation of students, 
complies with the color and identification require- 
ments set forth by the school system, and has a 
manufacturer's rated seating capacity of 1 2 or more. 
(In this handbook, the designation of schoolbua 
ownership is based on ownership of the chassis*) 



Quality Pointt-A term used synonymousiy with the 
term "mark points/' SmsIso Mark Points and Mark 
Vakie. 



flange of C^lass Sizes— The tallest and largest member- 
ships of classes of a given type as of a given date. 

Registration--^s used in this handbook, the process of 
entrance into a school or course. The act of placing 
the student's name on the roils of the school or 
school system does not ensure that the student wilt 
attend the school (or a school in the school system) 
and does not constitute entering into active mem- 
bership status* (VM) 

Regular Class— The general type of class in which most 
students receive instruction, including most classes 
other than those which are composed of exceptional 
studenu. (V,V1,IVR) 

Regular School Term-That school term whk^h begins 
usuatiy in the late summer or fail and ends in the 
spring* A regular school tertyi may be interrupted by 
one or more vacations. In higher education, this is 
referred to as the "academic year*" (!V, V, VIM) 

Released Time-An arrarKiement whereby a school offi- 
cially and regularly excuses one or more full-time stu- 
dents of members of ttie staff for part of a session* (V I) 

Report— A collection of infoiknation which is prepared 
by 6 person, unit, or organization for the use of 
some other person, unit, or organization, (i, II, 
ll|.|V,V,VI,VII, IIR, IVR) 

Raportsng Period^^A period pf time for which a report 
is prepared (e^i*, a calendar year, school year, 
regular school term, summer school term, semester, 
or marking period)* (IV, V, VI, VII) 

Reporting Unh-The organizational unit submitting a 
report (e^*, a State department of education, an 
intermediate administrative unit, a local basic ad- 
ministrative unit, or a school)* (IV, V, VI) 

ReskUttt Student-A student whose legal residence is 
within the geographic area served by a specified 



school, school system, or institution. (MR, IVRM) 
S09 «/so Attendance Cmm, School Attandanot 
Aral, Resklent Student of Administrative Unit (or 
School District), Resident Student of an Institutkm, 
and Resklent Student of Attendance /4raa. 

Resident Student of Administrative Utit (or School 
Distriet)-A student whose legal resk'ence is within 2 
specified administrative unit (or school distrk^) . (VM) 

Resident Student of en Institution-A student who 
resides during a school term in an institutk>n (such 
as a residential school or residential child^aring 
institution) rather than in a private home. (VM) Sm 
also Residential School. 

Raskfent Student of School Attendance Aree--A stu- 
dent whose legal residence is within the geographic 
area served by thi» school he attends* (VM) See a/so 
School Attendance Area. 

Rasklentiii Schooi-An educational institutk)n in 
which students are boarded and lodged as welt as 
taught. (IV, V, VI) 

Resklential School for Special Educ«tion-A residential 
school provkling a program of education for handi- 
capped studems. (V, VIM) 

Retrieval of information-Locating and recovering infor- 
mation from wherever it may be stored. (IV, V, VII) 



School-A divisk)n of the school system consisting of 
students comprising one or more grade groups or 

other identifiable groups, organized as one unit with 
one or more teachers to give instructk)n of a defined 
type, and housed in a school plant of one or more 
buiklings. More than one school may be housed in 
one school plant* as is the case when the elementary 
and secondary schools are housed in the same 
school plant. (I, II, lll-IV, V, VI, VII, IIR, IVRM) 

School Attendance Area-The geographk: area viditeh is 
served by a school* It does not necessarily constitute 
a local taxing unit and likewise does not necessarily 
have an independent system of administnatton. 
Attendance areas for elementary schools may or 
may not be contemiinous with atteridance areas for 
secondary schools* (I, V, Vil) 

School BtmrdSeo Board of Education. 

School Breakfast Program (National)-A program 
whereby the Secretary of Agrk^ulture assists State 
education agencies through grants-in-akl and other 
means to establish, maintain, operate, and expand 
nonprofit breakfest programs in all schools nrtaking 
application for assistance and agreeing to operate a 
nonprofit breakfast program in acco*riance with 
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ragulatioru of the Child Nutrition Act. as amended. 
School C«fmis-An enumeration and collection of data, 
as prescribed by law, to determine the name, age, 
acklress, and other pertinent information about 
children and youth who reside within the geo- 
graphic boundaries of a tocal education agency. (IV, 
V, VIMVRM) 

School Camus Ag^^-The age span of children and 
youth included in the school census. (V, VIO 

fichooiday— That part of a calendar day when school is 
inse^jon. (IV, V, VI, VII) 

School District— A teem used synonymously with the 
term "local basic administrative unit." (I I, HI, IV, V, VN 
V l-IIR, I VRM) See Local Basic Administrative Unit, 

SeticnS Fiscal Year-^ee Schoot Year. 

SchoN Holiday— A day on which school is rtot con- 
ducted either because of legal provisions or because 
of designation by the board of education as a 
holiday. Since such days are not considered as days 
in session, the students are considered as being 

neither present absent on school holidays* (V. 
VI) 

School Laairer-*A term used synoriymousiy with the 

term ''dropout.'' Ste L ropout. 
School Want— The site, buildings, and equipment con- 
stituting the physic<»: facilities used by a single 
school or by two or more schools sharing the use of 
common facilities. (I, If, III, fV, V, VI, VI!, !VR) 
School System— All the schools and supporting services 
controlled by a board of education or by any other 
organization which operates one or more schools. 
(IV. V,VI IIRJVRM) 
School Term-A prescribed span of time (e.g., a 
number of days, weeks, or months) when school is 
open and the students are under the guidance and 
direction of teachers, (IV, V, VI, VII, IIR, IVRM) 
School Year— The 12Hfiionth period of time denoting 
the beginning and ending dates for school ac- 
counting purposes, usuaily from July 1 through 
June 30. This sometimes is referred to as the 
'school fiscal year." (IV, V, VI VII, IVRM) See a/so 
Regular School Term, 
Schoolbiis Run-The course followed by a r-rhoolbus 
during a continuous trip en rotate to or from school, 
from the first pickup of students to final unloading 
at schoot, at a transfer point, or at the last bus stop. 
Salf-Containad Obu^A class having the same teacher 
or te^^m of teachers for all or most of the daily 
session. (iV,V,Vi,VIIM) 
Sdidion— *The i^ieriod of time during the schoolday 
virhen a given group of students is under the 
guidance and direction of teachers. (IV, V, VI) See 
a/so Full-Day Session and Half-Day Session. 

O 
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Severely Handicapped Children-Children who because 
of the intensity of their physical, mental, or 
emotional problems— or e combination of such 
problems— need educational, social, psychological, 
and medical services beyond those which are tra- 
ditionally offered by regular and special educational 
programs, in order to maximize their full potential 
for useful and meaningful participation in society 
and for self-fulfillment. The term includes those 
children who are classified as seriously emotionally 
disturbed (including children who are schizophrenic 
or autistic), profoundly and severely mentally re- 
tarded, and those with two or more serious handi- 
capping conditions, such as the mentally-retarded 
blind, and the cerebral-palsied deaf. Severely handi- 
capped chikken may possess severe language and/or 
perceptual-cognitive deprivations, and evidence ab- 
normal behaviors such as failure to respond to 
pronounced social stimuli, selfmutilation, self- 
stimulation, manifestation of intense and prolonged 
temper tantrums, and the absence of rudimentary 
forms of verbal control; they may also have an 
extremely fragile physiological condition. 

Shared Time-^ae Dual Enrollment. 

Sophomore-ln college, a student who has completed 
more than the required number of credit hours for 
completion of the first year of study, but has not 
completed the requirements for the second year. 
The term is also used frequently in referring to a 
high school student in grade 10. 

Special Student Services Record-Confidential informa- 
tion originating as reports written by student services 
workers of the local education agency for the express 
use of other professionals within the agency, includ- 
ing systematically gathered teacher or counselor ob- 
servations, verified reports of serious or recurrent be- 
havior problems, and selected health data. (Normally, 
special student services records are maintained 
separately from cumulative student records.) See 
also Cumulative Student Record and Confidential 
Reports from Outside Agencies. 

Speech Impairad-lndividuals with an impairment in 
speech and/or language (including impaired 
articulation, stuttering, vokre impairment, and a 
receptivfi' or expressive verbal language handicap) 
that is sufficiently severe to adversely affect the 
individual's performance in the usual school 
program. Where used for reporting purposes, the 
term speech impaired often encompasses both 
the speech handicapped and the language handi- 
capped. (VM) See also Communication Disorder on 
page 50. 
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Standardizad T«$t-A te$t composed of a systematic 
sampling of behavior, having data on reliabilitv and 
validity, administered and scored according to spe- 
cific instructions, and capable of bein^ interpreted 
in terms of adequate norms. (V, VI) 

Student Accountirig— A system for collecting, com- 
puting, and reporting information about students. 
(V,VII, IIR, IVR) 

Siudent-Administrative Staff R^io (as of a given 
date)— The number of students in membership, as of 
a given date, divided by the number representing the 
total full-time equivalency of principal assign* 
ments,^^ assistant principal assignments,'^ central 
administrative staff assignments'^ (including area 
administiators and their staffs), and assignments for 
supervising, managing, and directing academic de- 
partments^^ in the schools serving these students on 
the same date. 

Studant Body Activitiei—Cocurricular activities for stu- 
dents—such as entertainments, publications, and 
clubs-that are managed or operated by students under 
the guidance or supervision ot staff members. (IMV- 
V-VI IIR. IVRM) See also Cocurricular Activities. 

Studant Capacity of a School Plant— The membership 
that can be accommodated in the classrooms and 
other instruction areas of a given school plant for 
the xhooldsy according to existing Stato-approved 
starviards, exclusive of multiple sessions, (ill, V, VI) 

Studant-Counsalor Ratio (as of a given data)— The 
number of students in membership, as of a given 
date, divided by the number representing the total 
fufl-time equivalency of counseling assignments"^ 
serving t< e ;e students on the same date. (IV, V) 

Student-CouhSdtor Ratio (for a period of time)-The aver- 
age daily membership of students, for a given period 
of time, divided by the number representing the total 
^ull-time equivalency of counseling assignments,'^ 
serving these students during the same period. (V) 

Student-Instructional Staff Ratio (for a period of 
time)- The average daily membership of students, 
for a given period of time, divided by the number 
representing the total full-time equivalency of 
teaching assignments,'^ teaching assistant assign- 
ments, '° teaching intern assignments,' ° teacher aide 
assignments,^^ and scudent teaching assignments^^ 
serving these students during the same period. See 
also Student-Professioiuil Educational Staff Ratio and 
Studant-Teachar Ratio. 

Student-Library Services Staff Ratio (at of a given 
data)— The number of students in membership^ as of 
a given date, divided by the number representing the 
total fuM time equivalency of library services stajl 



assignments'^ serving these students on the same 
date. 

Studant-Professional Educational Staff Ratio (as of a 
given date)— The number of studen^ in membership 
in a school system, as of a given date, divided by the 
number representing the total full-time equivalency 
of ail professional editcational assignment^^^ in the 
school system on the s^ame date. (I V-V, VI) 

Student-Professionai Educational Staff Ratio (for a 
period of time)— The average daily memt>ership of 
students, for a given period of time, divided by the 
number repr^enting the total fulS-time equivalency 
of all professional educational assignments^^ in the 
school system during the same period. (V, Vt) 

Student-Psychologist Ratio (as of a given date)-The 
number of students in membership in a school 
system, as of a given date, divided by the number 
representing the total full-time equivalency of 
psychologist assignments'^ serving these students on 
the same date. 

Student-Psychologist Ratio (for a period of time)-The 
average daily membership of students for a given 
period of time, divided by the number representing 
the total full-time equivalency of psychologist as- 
signments'^ serving these students during the same 
period. 

Stucient Record— Information about one or more sfj- 
dents which is kept on file for a period of time in a 
classroom, school office, system office, or other 
approved location. A student record usually is 
intended for the use of the person or office which 
maintains the record. (V) See also Cumulativa 
Student Record and Permanent Student Record. 

Student-School Administrator Ratio (as of a given 
date)— The number of students in membership, as of 
a given date, divided by the number representing the 
total full-time equivalency of principal assign- 
ments,'^ assistant principal assignn.ents,'^ and as- 
signments for supervising, managing, and directing 
academic departments'^ in the schoolis) serving 
these students on the same date. 

Student-School Administrator Ratio (for a period of 
time)— The average daily membership of students, 
for a given period of time, divided by the number rep- 
resenting the total full-time equivalency of principal 
assignments,' ^ assistant principal assignments,' ^ and 
assignments for supervising, managing, and directing 
academic departments'^ in the schocJ(s) servng 
these students during the same period. 
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StMlmt-Sociai Worfctr Retio (m of a givtn ctott)-The 

number of students in membership in a school 
system, as of a given date, divided by the number 
representing the total fu Uptime equivalency of social 
work assignments'^ serving these students on the 
same date. 

Student-Soetat Workar Ratio (for a period of 
tiivia)^The average daily membership of students, 
for a given period of time, divided by the number 
rM^resenting the total full-time equivalency of social 
work assignments'^ serving these students during 
the same period. 

Student-Teacher Ratio (as o a given date)-The num- 
ber of students in membership, as of a given date, 
divided by the number representing the total full- 
time equivalency of teaching assignments'^ serving 
these students on the same date. (IV-V, VI) 

StudentTeacher Ratio (for a period of tfme)-The 
average daily membership of students, for a given 
period of time, divided by the number representing 
the total full-time equivalency of teaching assign- 
ments'® serving these students during the same 
period. (V, VI) 

Student-Total Staff Ratio (at of a given date)-The 
number of students in membership in a school 
system, as of a given date, divided by the number 
representing the total full-time equivalency of all 
staff assignments in the school system on the same 
date. (IV, V, VIM) 

Student-Total Staff Ratio (for a period of time)-The 
average daily membership of students in a school 
system, for a given period of time, divided by the 
number representing the total full-time equivalency 
of all staff assignments in the school system during 
the same period. (V-VIM) 

Studenti Far Acre<-The average daily membership of a 
school divided by the total number of developed 
and undeveloped acres in the school site. (Ill, V, 
VI) 



Subfect-Matter Area-A grouping of related subjects or 
units of subject matter under a heading such h% 
English (language arts), foreign languages, art, 
muste, natural sciences, induf^rial arts, home eco- 
nomfcs, agrkrulture, business, physical education, 
and trades and industrial occupations. (IV, V-VI, 
VII-iVRM) 

Suipemion-Temporary dismissal of a student from 
school by duly authorized school personnel in 
accordance with established regulations. (V-VI) See 
e/so Expulsion. 
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Tardiness-AbserKe of a student at the time a given 
dass and/or half day of attendance begins, n^^c^iaed 
that the student is in attendance h^f^re the close of 
that class or half day. (V) 

Teachers Par 1,000 Students in Average DaiV Member- 
ship-The number representing the total full-time 
equivalency of teaching assignment'® in a school 
system during a given period of time, multiplied by 
1,000 and divided by the average daily member^ip 
of students during this period. (V, VI) 

Tochnicid Institute-An institution, or a division of an 
institution, offering instruction primarily in one or 
more of the technologies at the postsecondary 
instructional level. (IV, V-VI. Vll) 

Technical Staff Per 1,000 Students in Average Daily 
Attandmce-The number representing the total 
full-time equivalency of technical staff assign- 
ments'® in a school system during a given period of 
time, multiplied by 1,000 and divided by the 
average daily attendance of students during this 
period. 

Technical Staff Per %,000 Students in Averago Daily 

IMeRilicrship*-The number representing the total 
full-time equivalency of technical staff assign- 
ments'® in a school system during a given period of 
time, multiplied by 1,000 and divkled by the 
average daily membership of students during this 
period. 

Tests of General Educational Development (GED)-A 
battery nf tests taken by adults who did not 
graduate from high school to measure the extent to 
which their past experiences (in-school arid out-of- 
school) have contributed to their attaining the 
knowledge, skills, and understandings ordinarily 
acquired through a high school education. Certifi- 
cates of high school ei, ii valency are issued by most 
State departments of education for the successful 
completion of the Tests of General Educational 
Development. See also High School Equivalency 
Examination and Certificate of High School Equiva- 
lency. 

Transcript-An official record of student performance 
showing al! schoolwork completed at a given school 
and the final mark or other evaluation received in 
each portion of the instruction. Transcripts often 
include an explanation of the marking scale used by 
the school. (V-VIM) 

••^See Handbook IV (RavifOd) for definitions of various staff 
assignments. 
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Truancy— The failure of a child to attend school 
regularly as required by law, without reasonable 
excuse for his absence. (V) 

Tuition— A payment or charge for instruction. (V-VI- 
Vii, IIR, IVRM) See also Fm. 

Tuition Student** A student for whom tuition is paid. 
(V, VII, liR, IVR) See also Fuli^Tuition Student 
and Partial-Tuition Student. 

Type A Lundi— A luiKh which meets the meal require- 
ments prescribed by the U^. Department of Agri* 
culture under the National School Lunch Act of 
1946, as amended. Such a lunch is designed to 
provide one-third of the recommended daily dietary 
allowance for a 10- to 12-year-old child. 

U 

Ungraded Class— A class which is not organized on the 
basis of grade and has no standard grade designa- 
tion. This includes regular classes which have no 
grade designations, special classes for exceptional 
students which have no grade designations, and 
many adult/continuing educational classes. Such a 
class is likely to contain students of different ages 
who, frequently, arc identified according to level of 
performance in orte or more areas of ir\struction 
rather than according to grade level or age level. 
Ungraded classes sometimes are referred to as 
"nongraded." (VI, V, VI-VIIM) See also Regular 
Class and Grade. 

Universal Birth Number— An identification number 
assigned to an individual by the Bureau of Vital 
Statistics of a State, usirig a combination of digits 
reprerenting area code, birth registration number, 
and year of birth. 

V-W-X-Y-Z 

Veteran— A person who served on active duty as a 
member of the active Armed Forces of the United 



States and was discharged or released therefrom 
under conditions other than dishonorable. (National 
Guard personnel and reservists called to active duty 
for civil disturbances, disasters, or training for a 
limited period are not considered veterans under 
this definition.) 
Veterirts' Dependents' Educational Assistance Pro- 
gram-Provisions (in chapter 35, title 38, U.S. Code) 
for education and other benefits for spouses, 
widows, widowers, and children of veterans who 
died or are totally disabled because of service-con- 
nected disabilities, or are prisoners of war or 
missing in action for more than 90 days. See also 
Veteran. 

Veterans' Educational Assistance Program— Provisions 
(in chapter 34, title 38, U.S. Code) for education 
and other benefits at approved educational and 
training institutions for veterans who served in the 
U.S. Armed Forces for more than 180 days after 
January 31, 1955, arxl who were discharged under 
conditions other than dishonorable. Entitlement 
terminates 8 years after separation or after May 31, 
1966, whichever occurs later. See a/so Veteran. 

Veterans' Vocational Rehabilitation Program— Pro- 
visions (in chapter 31, title 38, U.S. Code) for 
vocational rehabilitation for service-disabled veter- 
ar^ who served in the U.S. Armed Forces, were 
discharged under corKlitions other than dishonor- 
able, and are in need of such rehabilitation because 
of the haixiicap of their service-connected disabili- 
ties. Ste a/so Veteran. 

Visually Handicapped— Individuals having a visual im* 
pairment sufficiently severe to adversely affect 
normal progress in the usual school program. Such a 
person may be further identified as partially seeing 
or blind, according to the nature and severity of the 
handicap. See also Partially Seeing and Blind on 
page 47. 

Vocational Rehabilitation— The service c* preparing 
disabled persons for remunerative employment 
through diagnosis, guidance, physical restoration, 
training, and placement. 



2. GLOSSARY OF SELECTED MEDICAL TERMS 



A-B 

Abnormal Physical Oeveiopment-- An * - ' mal growth 
(less or greater than normal) <r) 'i/e, shape, 
and/or function, etc., of structur . ^e body. 
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which may be serious enough to affect the student's 
abilities for school work or activity. 
Aliergy«-A condition of unusually high sensitivity to a 
substance, such as food, which may produce con- 
siderable physical disturbance. 
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Aspiriii Afleray— A condition ot unusually high sensi- 
tivity to aspirin, which may produw considerable 
physical disturbance, 

A$ttiina--A disease marked by recurrent attacks of 
labored breathing with wheezing^ coughing^ and a 
sense of constriction, due to spasnruxlic contraction 
of the bronchi. The paroxysms last from a few 
minutes to several days, and they may result from 
direct irritation of the bronchial murous membrane 
or from reflex irritation. Many cases are allergic 
manifestations. 

Autistic Traits<-One or more severe disorders of be- 
havior such as {but not limited to) failure to form 
normal relationships with people^ failure to develop 
normal communication through soeech, failure to 
maintain normal eye contact with people, obsessive 
preoccupation with inanimate objects, exhibi' ion of 
gross and sustained peculiarities in movement, path- 
ologicai resistance to environmental changes, and 
abnormal emotionJ response to one or more types 
of sensory stimulus. 

c 

Cerobrai Paisy-?araiysis relating to the cerebrum or 
chief portion of the brain. In children, the term 
often is used synonymously with the term "brain 
palsy." 

Chicfcfn Pox-An acute contagious viral disease, com- 
mon among children, marked by low-grade fever 
and formation of small blisters, usually over much 
of the body. 

Color Blindness Test-A test to determine the ability of 

3 person to distinguish colors. 
Complete Stood Count (CBC)-An enumeration of the 
numbers of various cells in a known amount of 
wttole blood. 

Contact Lenses-^ail, thin lenses of glass or plastic 
worn next to the eyeballs, sometimes used instead 
of ordinary eyeglasses. 

Critical AllGrgies (Mult^le)-A condition of unusu- 
ally high sensitivity to two or more substances 
which may produce considerable physical dis- 
turbance. 

Cystic Fibrosis— An hereditary disease that aj^pears 
usually in early childhood, involves generalized 
disorder of exocrine glands, and is marked 
especially by deficiency of pancreatic enzymes, 
respiratory symptoms, and excessive loss of salt in 
the sweat. 
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Diabetes MtUltus (Sugar Oiabetes)-An abnormal con- 
dition of carbohydrate metabolism characterized by 
the secretion and excretion of excessive amounts of 
sugar in the urine. 

Diphthoria^An acute feverish contagious disease 
nra* ked by tha formation of a false membrane in the 
throat and caused by a bacterium which produces a 
toxin causing inflammation of the heart and nervous 
system. 

Drug Dtpcndency-The habitual use of any drug (e.g., 
heroin, amphetamines, barbiturates, alcohol) that 
may or does interfere with normal functioning. 
Psychotogicai depwdence is conskiered to exist 
when the constant, excessive use of a drug becomes 
a central factor in the individual's life pattern, 
sometimes in such a way as to interfere with his 
normal personal and social functioning. Physiotogh 
cal dependence is considered to exist only when 
withdrawal from the drug creates severe withdrawal 
symp^^s. An individual may be psychologically 
dependent without necessarily being physiologically 
dependent. 

E 

Ear Infection {Repected)**A chronic condition re- 
sulting from infection of the middle ear. 

Epitopsy^A disturbance of the brain, often chronic. 
The disease is characterized by one or morei>f the 
following symptoms: Paroxysmally recurring im- 
pairment or loss of consciousness, involuntary ex- 
cess or cessation of muscle movements, psychic or 
sensory disturbances, and perturbation of the 
autonomic nervous system. 

F 

Foreign Body— Matter in a place where it would not 
ordinarily be, e.g., a splinter of wood in the finger, a 
bean in the nose. 

G 

Gastro-lnt^nai Condition— A condition relating to 

both stomach and intestine. 
Gonorrhea--A contagious infl^mation of the genital 

mucous membrane caused by the gonococcus. 
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Heart Disdas«-Any matfunctionins of the heart caused 

by one or more conditions. 
Hematocrit Tait (HCT)-A test to establish the relative 

proportions of cells in whole blood* 
Htmogiobin Test (HGH)-A laboratory test to identify 

the presence, extent, and/or condition of hemo* 

gtobin in a liquid such as urine or blood, 
Haniophilia— A condition characterized by failure of 

the blood to clot, and manifested by profuse and 

uncontrollable bleeding even from the slightest 

wounds. Hemophilia is inherited by males through 

the mother as a sex-linked character. 
Hernia— A protrusion of an organ or part through 

connective tissue or through a wall of the cavity in 

which it is normally enclosed, 
Hypoglycemia-A condition produced by a low level of 

glucose in the blood due to excessive utilization of 

sugar or interference with the formation of si^ar in 

the liver. 
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infectious Hepatitis-An acute viral inflammation of 
the liver characterized by jaundice, fever, nausea, 
vomiting, and abdominal discomfort. 

iodine Allergy^A condition of unusually high sensi- 
tivity to iodine, which may produce considerable 
physical disturbance. 



Kidney Disease-An infection or malfunctioning of one 
or both kidneys. 



w:th orthopedic, mental, and/or emotional diffi- 
culties common. 

Monomideosis^A condition of abnormal increase in 
the number of mononuculear leukocytes in the 
circulating blood. 

Mumps— An acute contagious viral disease marked by 
fever and swelling of the parotid gland located near 
the ear. 

Musde Imbalance- A lack of equilibrium in action of 
the external muscles of the eye» which may cause 
the eye to diverge outward, upward, inward, or in 
any direction in which one or more muscles may 
pull. 

Muscular Dystrophy^-A progressive degenerative 
disease of the muscles. 



P.Q 

Penicillin Allergy-A condition of unusually high sensi- 
tivity of penicillin, which may produce considerable 
physical disturbance. 

Pertussis <Whooping Cough)— An infectious disease 
especially of children caused by a bacterium 
(Bondetalla pertussis) and marked by a convulsive 
spasmodic cough sometimes followed by a crowing 
intake of breath. 

Phenyleketonuria (PKU)-A rare genetic anomaly in 
ffian marked by inability to oxidize phenylpyruvic 
acid and resulting In severe mental deficiency. 

Pneumonia— A disease characterized by inflammation 
and solidification of the lungs caused by infection 
or irritants. 

Pdliomyelitis-A viral disease causing inflammation or 
destruction of that part of the spinal cord from 
which arise the nerves controlling motion of the 
muscles. 

Pregnancy— The condition of being pregnant. 
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Lead Poisoning-Chronic intoxication produced by the 

absorption of lead into the system. 
Leukemia-A malignant disorder of the blood in which 

the white cells develop abnormally. 



Meningitis— Inflammation of one or more of the 
membranes that envelop the brain and spinal cord. 
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Rh Negative Blood-One of the blood types. 

Rheumatic Fever— An acute disease occuring chiefly in 
children and young adults, characterized by fever, 
inflammation and pain in and around the joints, and 
inflammatory involvement of the heart. 

Rubella (German Measles)-A contagious disease 
characterized by a rose colored rash or eruption. 

Rubeola (Ateasies)-A contagious disease, charac* 
terized by fever, chills, skin eruption, nasal 
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discharge, and frequently bronchitis, causing cough 
and frontal headache. 

S 

Sarological T«st for Syphilis (STS)-A laboratory test 
in the blood serum of a patient for diagnosing 
syphilis. See Syphilis. 

Sickte Ceil Anamia*-A hereditary, geneticaiiy de- 
termined hemolytic anemia oocuring usually in the 
Black/Negro, characterized by neuralgia or pain in a 
joint, acute attacks of abdominal pain, and ulcera- 
tions of the lower extremities.. 

Siclde Cell Test— A blood test to identify the abrtormal 
hemoglobin causing sickle cell anemia. 

Sickle Cell Trait— A state of sickle cell anemia, usually 
without symptoms. 

Small Pox-An acute infectious disease caused by a 
virus and characterized by generalized body erup* 
tions and fever. 

Snellen Alphabetic Test— A test for vision using a chart 
made up of lines of letters, drawn in various sizes 
according to the Snellen sc&le. 

Snellen Illiterate "E"" Test— A test for vision using a 
chart made up of lines of symbols similar to the 
letter E, drawn in various sizes according to the 
Snellen scale. 

Syphilis— A veneral disease caused by spirochete and 
characterized by a clinical course in three stages 
continued over many years. Syphil s has both acute 



and chronic stages. It may be passed to an unborn 
baby by its infected mother, and is then known as 
''congenital syphilis/' 

T 

Tetanus— An acute infectious disease characterized by 
spasms of voluntary muscles especially of the jaw 
and caused by the specific toxin of a bacillus which 
is usually introduced through a wound. 

Tuberculosis— An infectious disease caused by the 
tubercle bacillus, which is especially prone to invade 
the tissue of the lung and the lymphatic system. 
(The spleen, kidneys, liver, intestines, bones, joints, 
and brain less frequently become infected.) 

u 

Ulcer— A bteak in skin or mucous membrane with loss 

of surface tissue, disintegration and necrosis of 

epithelial tissue, and often pus. 
Uroiogicdl Condition— An abnormal condition of the 

urinary tract in both male and female and with the 

genital organs in the male. 

V-WX-Y-Z 

Visual Perception— The conscious mental registration 
of a visual stimulus. 
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STUDENT INFORMATION SYSTEMS: 
PRINCIPLES AND GUIDELINES 



This appendix provides some guidelines for school 
administrators and others in the design and implemeh* 
tation of systems and procedures for collecting, main- 
taining, and disseminating student data. 

Because the size of school districts and colleges 
ranges from under 100 to over 1,000,000 students, 
their requirements for information vary. Their needs 
vary not only according to size but by State and by 
individual managerial styles as well. For this reason, 
each school systetn or institution -or a district in 
collaboration with its State education agency or other 
school districts-must design its unique data system to 
meet its own particular requirements. 

Several basic principles are set forth below which 
can be useful to designers of data systems in all 
educational agencies. As a further guide, illustrative 
records, reports, and systems flow charts are presented 
for two methods of handling data— for manual pro* 
cessing in which all data are recorded and retrieved by 
hand, and for use of an advanced computer, with data 
being stored in computer memory and manipulated 
and retrieved by electronic equipment. For a more 
comprehensive discussion of information systems, the 
State education agency and many libraries can recom- 
mend good literature on the subject. 

The necessity of safeguarding the confidentiality of 
student data must be kept in mind at all times, when 
the information system is being de&igried as well as 
when it is in operation. Considerations about confi- 
dentiality are discussed in greater detail in chapter II. 

THE NEED FOR A STUDENT 
INFORMATION SYSTEM 

The systematic collection, maintenance, and dis- 
semination of student information, which is both 
current and accurate, is of importance in the basic 
areas discussed in appendix C, namely: 



• Curriculum development and instructional 
planning 

• Student services 

• Administrative records and reports 

• Research and evaluation 

Every xhool system is required to keep certain student 
records in these areas, to prepare reports about these 
records for local. State, and/or Federal authorities at 
regular intervals, and to prepare additional special 
reports which present particular items of student 
information to these authorities^ it is much easier to 
compile and present these reports if information is 
gathered systematically and kept ready for convenient 
retrieval. For example, a report on the attendance of 
students involved in a special project as compared to 
general attendance can be easily produced if a regular 
system of collecting and filing attendance data is 
coordir^ted with a record indicating the program in 
which the student participates* Without an effective 
system for gathering, storing, and collecting these data, 
requests for special reports necessitate excessive extra 
work, often in a short time perk>d, and many times 
lead to the development of inaccurate, incomplete 
statistics. 

The maintenance of an extensive, accurate, and 
current base of student information is essential to a 
school concerned with student development-^i^hysical, 
educational, vocational, and/or social. The progress of 
a student in any of these areas is the result of many 
factors, some within the school system, some outside 
it Since his present condition is, in great measure, a 
result of previous experience, information regarding 
these earlier experiences as well as other data are 
essential to the educator who would plan and monitor 
the student's progress* 

The development of a good curriculum, good 
instructional materials, and good instructional pro- 
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cedures is closely related to student development. 
Planning an instructional program relevant to the needs 
of the students, the school, and the community 
requires massive quantities of data. The advantages of 
having these data in a systematic, current, easily 
accessible data base or bases is obvious. 

Systems for processing student data have much in 
common with other information systems. Basic data 
must be collected and recorded, records must be 
created and maintained, information must be reported 
to authorized parties, and obsolete data must be 
removed from files. Consequently, this appendix em- 
phasizes principles of design that appvy to all or most 
information systems. Descriptions are provided of 
various techniques and types of equipment that can be 
used in processing student records, and examples are 
given of representative records and forms currently 
being used. 

However, there is great diversity in State and local 
data requirements, as well as in management ap- 
proaches. For this reason, no single student informa- 
tion system can be applicable to all schools in the 
United States. 



DEFINITION 

An information system can be defined as "a set 
well-defined rules, practices, and procedures by whic.i 
(individuals), equipment, or both are to operate on given 
input so as to generate information satisfying specifica- 
tions derived from the ne^s of given individuals in a 
given (administrative) situation/'' Every organization 
from the largest corporation or government agency tc 
the smallest local school system or school, has some 
form of information system. In many instances, it may 
not be adequately documented (or completely under- 
stood by all the individuals using it). In attemptinq to 
prevent this situation, a procedure referred to as 
"systems design" frequently is implemented, beginning 
with defining the overall objectives of the information 
system and then establishing policies and piactices that 
will satisfy these objectives. 

Much of the current literature on systems design 
concentrates on developing computer oased informa- 
tion systems. The basic principles of design apply 
equally to large computer-based systems and more 
modest manual systems. A manual system that has 



^F. Heany, D^veiopment of information Systems, New York 
^ City: Ronald Press, 1968. p. 7. 
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been well-conceived and designed can, if conditions 
warrant, be converted to one which is jomputer- 
oriented with a minimum of difficulty. 

PRINCIPLES OF SYSTEMS DESIGN 

There are several basic principles that should be 
followed in developing an information system. These 
are general in nature and serve as a framework on 
which a successful system can be built. 

Objoctives.— The first step in systems design is to 
define the objectives of the total information system. 
These objectives should be stated in terms of improved 
operating effectiveness, reduced cost, or compliance 
with regulatory external requirements. As far as pos- 
sible, they should be capable of impartial measure- 
ment. Specific objectives will be discussed later in this 
appendix. After the objectives of the system have been 
established, it is possible to determine the information 
needed, the processing required, and the timing and 
frequency of reports. 

Central data base.— The concept of a central data 
base is essential to an information system. A data base 
can be defined as a reservoir of up-to-date information 
pertaining to a specific subject or furiction. It is usually 
thoL^ht of in connection with computer processing. 
Conceptually, however, a data base could just as well 
be an indexed file containing typed or handwritten 
documents that are manually accrued and updated. 

The data base should contain all of the information 
pertaining to a subject that is required by the school 
sysiLem. Without a central data base it is necessary for 
many different operating units to maintain separate 
files relating to the same activities. In the case of 
student records, for example, the school office, the 
teacher, the counselor, the attenda nce officer, the 
health service, and the transportation department 
might each maintain a record on the same student. This 
duplication causes additional clerical work and often 
results in inconsistent files. With a central data base 
there is a single authoritative reference point for all 
necessary information. 

This does not mean however, that ail student data 
need be in a single file, but that all data pertaining to a 
subject be cross-referenced and readily accessible from 
a central point. Additional comments about the inter- 
relatedness of files is included in the section on 
modular design, page 135, and in the section on data 
base management, page 143. 
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Standardization and simplicity.--Standardi2ation 
and simplicity are characteristics of good design. In 
general, the same basic information should be train* 
tained about all students, with standardized definitions 
used to avoid inconsistency and ambiguity. The use of 
coded information is essential to computerized sys* 
terns. In manual systems it can reduce clerical effort 
and storage requirements. Simplicity is of utmost 
importance in designing an effective system. Compli- 
cated forms and complex coding structures should be 
avoided. Reports genr ated by the system should carry 
nrieaningful headings and be completely understandable 
to the individuals using them. 

Modular design.-Another important criterion of an 
effective system is modular design. Any information 
system is composed of a number of subsystems or 
OKKlules. A stude.1t information system, for example, 
might include an attendance module, a mark*reporting 
module, a health module, and a transportation nKDdule, 
as well as a number of other modules pertaining to 
specific uses of student information.^ A graphic 
illustration of the modules or components of a student 
information system is shown in figure A*1 on page 136. 
The overall information system should be designed so 
that modifications can be made to individual modules 
without affecting the rest of the information system. 

Often it will be impractical for a school system to 
implement at one time a complete student information 
system. By using a modular approach to system ctesign, 
it is possible to implement only portions of the 
information system, as is currently practical. At a later 
date, other modules can be added to the system 
without requiring a complete redesign. 

Documentation.— Any information system should 
be supported by up to-date, comprehensive docu* 
mentation. Such documentation is necessary to insure 
that all affected personnel understand the purpose of 
the system and know how to use it. It also provides a 
standard gainst which system modifications can be 
compared. Finally, it provides an invaluable tool for 
training new employees. Documentation should in- 
clude: 

a A statement of policies under which the informa- 
tion system operates. 



'The student information system might, in turn, be a module 
of an overall adminittrative information system. 
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• Examples of the forms used to gather informa- 
tion for the system, with an explanation ot how 
they are to be used. 

a Examples of reports generated by the system. 
» Examples of all coding structures used by the 

system with an explanation of their meaning, 
a A set of clerical procedures write-ups, expiainirig 

in e step-by-step method how a particular task is 

to be performed, 
a Procedural flow charts diagramming the data flow 

through the system. 

A computerized information system in addition to 
the it^s listed above should be supported by the 
following documentation: 

• Card format layouts 

a Tape or disk file layouts 
a Program narratives 
a Program listir^s 

Examples of such documentation are shown in figures 
A-2 to A-7, beginning on page 144. 



OBJECTIVES OF A STUDENT 
INFORMATtON SYSTEM 

The first step in designing a student information 
system is identifying the objectives of the system. 
This frequently presents a problem. In many in- 
stances, the overall student information system is so 
broad in its scope that objectives developed for it are 
too general to serve as a guide for detailed pro- 
cedures. A solution to this dilemma is to consider the 
student information system as a collection of mod- 
ules or subsystems (see figure A-1). Each of these 
subsystems is essentially indepenctent, but coordinated. 
Since each subsystem is limited in its scope, a set of 
ve*^y specific objectives can be developed for each sub- 
system. 

BasicaUy, objectives define the results expected 
from the subsystem. They may be very prosaic^ such 
as providing required data for a mandatory report^ or 
more complex, such as providing a basis for pro- 
jecting future enrollments by school. Objectives 
should be developed by educators directly responsible 
for each functional area, and reviewed by the indi- 
vidual responsible for system design. They should 
describe system output in measurable or observable 
terms and should describe any constraints upon the 
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system. The following checklist indicates questions 
to be considered wvhen establishing systems objec* 
tives: 

• What is the principal function of the subsystem 
under constderation? 

• What information is required for the effective 
performance of this function? 

a What are the specific, operational uses of this 
infonmation? How will its availability improve 
operations? 

a What is the source of data? How can they be 
collected? 

• Whcit time requirements are placed upon the 
collection and dissemination of these data? 

a Is it possible through design of the system to 
reduce perionnel, equipment, or outside sen/ice 
costs? 

The answers to these questions will provide a basis for 
establishing subsystem objectives. Once these objec* 
tives have been formulated, the system designer can 
begin to plan for obtaining information that can : jet 
these objectives most effectively. 



ALTERNATE APPROACHES TO A 
STUDENT INFORMATION SYSTEM 

After establishing the objectives of the student 
information system, school administrators must choose 
between a number of ^proaches, including the fol- 
lowing s^ts of alternatives: 

1. Design an entirely new system, OR, modify and 
standardize current proc^ures. In $onr>e in* 
stances, existing procedures are so fragmented 
that nothing short of a completely new and 
different system can satisfy the objectives. 
Often, however, conversion to a new system can 
be greatly facilitated if familiar forms and 
reports are stained. The designer must deter- 
mine: 

a If any forms or reports are superfluous and 

may be ehminated. 
a If any portions of the present systems can be 

ev'fectively incorporated into the new system. 

2. Develop a manual system OR, a computerized 
system, OR, a combination of the two. In a 
manual system, information is recorded and 
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posted by hand. The data base consists o'r 
printed records in a file cabinet. Reports twed 
on the information contained in this file are 
compiled by clerks using worksheets and desk- 
top calcutating machines. A manual system may 
be appropriate for small schools or school 
districts because it requires no $peciali2ed equip* 
ment and can provide adequate student records. 
For more than 9 few thousand students, how- 
ever* a manual system may be unwieldy and 
inefficient Modern compiirerized systems pro* 
vide faster processing, greater accuracy, and 
the ability to categorize and summarize much 
more data than manual systems. The cost of 
developing and maintainir>g a full c T)uter 
system has, in the past, discourage^J t^any 
schools and local education agencies from 
adopting this option. In recent years, however, 
the development of shared computer centers 
serving a number of local schools and aoenc'es 
has made it possible for many small schools and 
agencies to enjoy the advantages of computer 
processing. 

3. Develop a system tailored to a specific agency, 
school, or institution, OR, adapt a generalized 
system developed by an outside source. Every 
education agency, school, and institution has 
certain unique characteristics. There is often a 
temptation to develop a completely new infor* 
mation system designed around these character* 
istics. While such an approach may produce a 
system precisely fitted to the specific situation, 
it tends to be expensive and time-consuming. 
Furthermore, there is no guarantee that the 
resulting system will be demonstrably superior to 
other, already existing systems that could be 
adapted to an agency's particular needs Before 
starting the design of a student information 
system, it is well to investigate systems currently 
in use elsewhere to determine if one of these can 
be applied. 

No matter wliich alternative is chosen, the basic 
elements of the student information system remain the 
same. These are: 

a A student data btise (in one or more files) 
a Procedures for ccllecting student data 
a Methods of updating the data base 
a Methods of generating regular reports from the 
data base 
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• Procedures for retrieving specific items from the 
data base 

The followiog sections of this appendix describe how 
these elements may be combined in a manual system 
and in a computerized system. Considerations relating 
to safeguarding the confidentiality of student records 
ate presented in chapter II. 

MANUAL SYSTEW 

Manual Systems Data Base.— In a manual infor- 
mation system, the data base consists of handwritten 
cr typed documents containing student information 
filed in some established sequence. The first tasks of 
the systems designer includes determining the record 
content and designing record forms for the data base. 
The student record conceivably could be a single 
document that includes all the information maintained 
about the student; it may be a jacket or folder 
containing a number of components; or it may be 
several documents in various locations. A single docu* 
ment has the advantage of compactness and com* 
pleteness. Its greatest difficulty is in the area of 
accessibility. A folder or jacket is bulkier than a single 
form and somewhat more difficult to control. On the 
other hand, portions of the record may be removed 
from the folder for investigation or updating without 
removing the full record from the file. The convenience 
of some users may be served by having several 
documents loc^^ed close to the persons responsible for 
them or using them frequently, enablinn^^hAte persons 
to enforce appropriate measures for confidentiality. 
(Figure A-B on pages 150 to 1C8 shows an example of 
a manual student record: this example i^^cluded for 
illustrative purposes only and ri'^es not necessarily 
imply a recommendation.) 

Student records *n a manual system generally are 
maintained in file drawers or file cabinets. The wide 
variety of files available tooay will accomnrK)date 
various sizes of documents and fit almost any room 
space. The records in these files are usually kept in 
student name or student number sequence, it is often 
desirable to establish separate cross-reference index 
files to provide an easy way of accessing the data base 
by an item of information other than student nme or 
number. For example, a file of index cards that contain 
a street address and the names of students living at that 
address can facilitate the task of extracting data on a 
demographic basis. 



Coitecting Student Oata.-A student's record is 
established during his first official contact with a 
school system. In most cases, this occurs when 
the child is enrolled in kindergarten or grade 1. The 
individual collecting this information may be the 
school clerk, teacher, principal, gukiance counselor, or 
admissions officer. It is extremely important that 
suffk:ient and accurate information is collected at this 
time. A standardized enrollment form, designating the 
information to be collected can help to ensure that all 
needed infont>ation is collected. (Figure A -9, page 159, 
shows an example of an enrollment form for an 
elementary or secondary school.) 

As it is important to collect complete and accurate 
information, it is equally important to keep the records 
up-to-date. Information systems should be designed to 
do this, including procedures for reverifying transcript 
data when a student enters from another school. 

When a student enters one school system from 
another, bask: student information must be obtained 
from two sources: the student or his family, and the 
sending school. However, problems may exist: 

• School officials may permit students to enroll 
without obtaining any information from their 
previous schools. 

• Schools requesting student records from a "send- 
ing" school may receive inadequate data or no 
information. 

• Schools requesting student records may receive 
them after an excessive lapse of time. 

• Courses listed on the record may be abbreviated 
or coded to the extent that the receiving school 
has difficulty interpreting the student's academic 
record. 

• An explanation or description of the specific 
marking system used may be missing. 

State arKi local education agencies may wish to give 
serious consideration to a standard transmittal record 
for use in transferring student record information. 
Figure A-10, page 160, illustrates such a form. This 
information is drawn from the student file, with the 
stuctent (or parent) receiving a copy to be presented 
when enrolling at the new school. 

The receiving school uses the transmittal record to 
determine initial placement. Additional information 
may be requested from the sending school by use of a 
post card (see figure A-11 on page 161). Information 
of a confkiential nature concerning the student is sent 
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only when it is believed to be in the best interests of 
the student^ and if approved by the student (if of age) 
or a parent. 

It is recognized that the sending school is not always 
notified when a student leaves. For those students who 
withdraw without receiving this standard transmittal 
form, a request for student records should be sent by 
the receiving school, as is usual in current practice. 

The general acceptance of the terms and codes of 
this handbook by schools throughout the United States 
could facilitate the interpretation of interdistrict trans- 
fer information from both manual and computerized 
information systems. 

Maintaining the Data Base.— Throughout a student's 
academic career, a record must be maintained. New 
information should be added to the record when 
obtained* and infomiation that is no longer relevant 
must be deleted. These changes are initiated from 
many sources. Grade and attendance reports are 
submitted by teachers or instructors, reports of stuctent 
activities by faculty advisers, and health r^rts by the 
school nurse or physician. Psychological evaluations 
can be submitted by guidance personnel. All of these 
data must be con>»erted to a standard format and 
incorporated into the student record. 

Regardless of where a change is initiated, a par- 
ticular individual or depat'tment is usually given the 
responsibility of incorporating this information into 
the student record. On the ciamentary level, the 
classroom teacher usually has this responsibility. On 
the secondary levet this function is usually performed 
by guidance personnel. The community or junior 
college usually assigns this responsibility to the regis- 
trar. 

Change information should be recorded initially on 
a standard form. This form should indicate the date, 
source of the data, and the individual recording it. The 
form may be multicopied, allowing one copy to be 
filed at the source location and the other copy to be 
used in updating the student record. If the data base is 
composed of jacket- or fokler-type records, the form 
itself may be incorporated into the jacket or folder. If 
a single document racord is being used, change data 
must be transcrioed to the record. Tiiis posting can be 
done by the office staff or by the initiating educators, 
who come into the central office for this purpose. Both 
of thesci methods have some disadvantages. The first 
creates a burdensome clerical task for office personnel. 
The second can result in several educators requiring 



acc^ to a record at the same time. This situation can 
be eased through the use of adhesive-backed ''labels.'' 
Change information can be typed on the label at the 
source location. The label is then sent to the central 
office, where the label is affixed to the record. 

The information system requires careful monitoring, 
though there is a tendency to devote less attention to 
monitoring the student data base tnan to gathering 
information for it. Monitoring should provkie for 
regular assessments to make certain that all pertinent 
data are being gathered and that they are accurate. For 
example* new staff members may not know that an 
update of the student's record ntust be made to 
incorporate program changes. Yet without such infor- 
mation, wrong information could be sent to a college 
or prospective employer, and the student's chances of 
being accepted for entrance or employment might be 
harmed. Such monitoring should also provide for 
periodic checks to ascertain which data could be 
discarded from a student's file as irrelevant or no 
longer pertinent For example, some schools require 
that samples of the student's work be kept in file. 
These samples may well be relevant data for those 
involved with the student during the year in which the 
work was done or perhaps in the year or two 
immediately thereafter. There is little Justification, 
however, for carrying this information in the record 
indefinitely. A definite policy covering the retention 
period of records and informatkm items should be 
established (see chapter II). 

Generating Reports item the Data Bate.-The stu- 
dent data buse provides an inclusive, up*ta<late re- 
pository of information pertaining to students in the 
school system. As such, it can provide the basic data 
for many periodic report- required by the school. In a 
manual system, required information must be tran* 
scribed manually from the record to a report work 
sheet. If individual student records are removed from 
the file in order to extract information for a report, 
control procedures must be developed to ensure that all 
records are returned to the file. A good rule to 
establish is that all records must be refiled before the 
end of each day. 

Retrieving Specific ltems.-The process of retrieving 
infcN^mation pertaining to a specific student from the 
data base is essentially a matter of looking up the 
appropriate record in the file and copying the infor- 
mation. The data base is usually arranged in student 
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name or number sequence to facilitate locating the 
records of specific students. Cross-reference files can be 
used to facilitate locating a record by some category 
other than the file sequence category. For example, if 
the file is arranged by number, a separate file of 3" x 
5" cards could be established, containing student name 
and number, arranged in name sequerKe. If an infor* 
mation request shows student name but no number, 
the name card can be found in the card file. The 
student number shown on this card can then be used to 
locate the proper record in the data base. 

Because of the confidential nature of much of the 
information in the student data base« access to this file 
should be limited to authorized personnel, if possible, 
information requests should be forwarded to a member 
of the central office staff who i» authorized to work 
with the data base. If the req jest is in order, this 
individual will !ook up the record and report the 
desired information to the requestor. 

One procedure for nrotectir»9 confi^Jeniiaiity in- 
vcUe^ tne use of an Informtition Requisition (figure 
A-12. page 161). This form should be filled out in 
duplicate, signed by the individual requesting the 
information, and. as required, signed ali»o by ti* ^^\>o\\ 
authorizing the use of the information (e.g.. parent, 
student, originator of record or his department chair- 
man). The requisition is sent to the central office, 
where the requested information is transcribed from 
the record to the '^equis. jon. The original copy of the 
requisition— with the in'ormation-is sent to the 
requisitioning source. The copy of the requisition is 
filed, either with the record or separately. In emer* 
gencies. some information might be transferred by 
telephone, but an Information Requisition should be 
filled out after the fact to document the access to the 
student record. (The issue of confidentiality is dis- 
cussed in detail in chapter II.) 

COMPUTERIZED SYSTEM 

Computerizad System Data Base.— In a computer- 
ized information system, the student data base is a file 
or files of data stored on magnetic tape or magnetic 
disk. In many large or medium-sized schools, the 
student data bace is the largest file processed by the 
computer. A stud2nt record containing 2!! of the 
information rquired for a student information system 
could exceed 1.0(X) characters in length. Figure A-13 
on page 162 illustrates the contents of a computerized 
student record utilizing the recommendations in 
chapter IV for a basic student record. 




File size is an important consideration to the 
systems designer because, in most computer systems, 
internal memory and disk storage are limited. In 
tape-oriented systems, larger files generally take longer 
to process. There are several techniques for reducing 
file and record size. These include: 

9 Extensive use of coded data. 

• Use of variable length records. 

• SubdivkJing the data base into categories based 
upon the importance of the 6atu. 

• Subdivkiing the data base into several files based 
upon functional areas. 

In a computerized system, eroded data provide the 
advantage of requiring a minimum of file space. 
Although only the data code is stored in the record, 
the computer can be programed to print the full 
description of the item on computer^enerated reports. 

Not all records require the same amount of data. 
The record of a kindergartener, for example, .^ot 
contain as much informp^'r*^ \i record of a high 
school records in the data base are of the 

same length, many records will contain a large number 
of hlavk fields. This can be prevented by the use of 
variable*length records increased programing efforts, 
first portion (high order) of each record contains basic 
information applicable to all students. The remainder 
of the record contains only data pertinent to that 
specific record. In earlier computers, the use of 
variaL>le-length records increased programing efforts. 
With the powerful operating systems available today, 
however, a variable-length record format imposes no 
particular problems to the programer. 

In some student information systems, the data base 
is subdivided accordirig to the importarKe of the data. 
Essential infornnation that pertains to all students is 
kept in one file. A second file is established that 
contains ail optional information. Most of the time, it 
is necessary ♦o process only the first file in order to 
generate nereicary reports. 

A ^mawhat liimilar technique is to divide the data 
base into a number of tiles based upon functional area. 
For example, there might be an attendance and grade 
reporting file, a family information file, ano a stuJent 
health information file. All of these file« are related 
through the student number. 

Coilections of Information.— I n a computerized 
information system, newly collected data must be 
converted to computer*^eadable form before they can 
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be used to update the data base. The most common 
method of doing this is by key punching. Because this 
process involves an additional transcription cf data« it 
is subject to the possibility of clerical error. Among the 
techniques developed to minimize clerical c^rrors are 
the following: 

• Forms design. Whenever possible, data should be 
recorded initially on standard forms. Data should 
appear on the foiin in the name sequence as they 
are to be keypunched, i.e., the first item to be 
punched should fall in the upper left portion of 
the form, with subsequent items aopearing from 
left to right and from top to bottom of the form. 

• Coded data. All coding should be done prior to 
•key punching. The keypunch operator is con- 
cerned with quickly and accurately transcribing 
what is seen. If the operator is asked to analyze 
and code data, both speed and accuracy will be 
diminished. 

• Se/f checking numbers. The self-checking num- 
ber is used vcr protecting against mispunching or 
transposing a code number such as student 
number In this method, the rightmost digit of 
the code number, called the check digit, is a 
calculated digit derived from the other digits of 
the cod2. The formula for calculating this digit 
can be incorporated into the computer program 
that initially reads the card. The computer will 
calculate the check digit and compare it with the 
digit already punched in the ca(d. If the two do 
not agree, the code number probably was incor- 
rectly punched. 

• Key v3rification. This is a technique for verifying 
key punching accuracy. The punched tabulating 
cards are fed again into the key verifier and the 
data are keyed again from the source document. 
The verifier compares the data being keyed with 
the data already punched into the card. If there 
is any discrepancy, the machine locks and a light 
comes on indicating an error. 

These methods are generally used in combination to 
insure the accuracy of key punching. 

Another method of converting data into computer- 
readable form is through the use of optical*scanning 
equipTient. There are two major categories of optical 
scanning: 

• Mark sensing. 

• Optical character recognition. 
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Mark sensing uses a mark in a specific position (or 
box) of a form to record data for an information item. 
The form containing these marks can be read by a 
mark-sensing device and the information marked can 
be transferred directly into the computer, or converted 
to punched cards Or magnetic tape for additional 
processing later The design of the mark-sense docu- 
ment is extremely important because each possible 
position of the document can be usrxl as a data 
position. Two drawbacks of the mark*5;ensing method 
are: 

• The coded information is often unintelligible to 
an untrained observer. 

• The ability to record alphabetic data is severely 
limited. 

Optica! character recognition equipment is able to 
read documents printed with a special type font and to 
transfer the printed information directly to the com- 
puter. Some of this equipment is capable of reading 
hand-printed information if the printing conforms to a 
specific format. This type of equipment is expensive 
and requires a large volume of transactions for 
economic justification. Both of these techniques enable 
the computer to accept directly the originally recorded 
data. Thus, a clerical operation is eliminated and the 
chat .J of transcription errors is diminished. 

Data terminals are be*ng used increasir^ly as data 
input devices. A terminal is an input-output device, 
conr;ected by dedicated lines or normal telephone 
circuits to the computer. Information keyed into the 
termmal can be tran^itted over these lines to the 
computer. The computer can also transmit information 
to the terminal, where it may be printed or displayed 
on a cathode ray tube. This permits interaction 
between the individual entering the data and the 
computer. The computer, for example, could be 
programed to transmit and display on the terminal, 
instructions for entering data correctly. Because the 
use of a terminal gives the user direct access to the 
computer memory and, in many cases, to the data 
base, it is necessary to develop safeguards to prevent 
unauthorized individuals from accessing confidential 
information and to guard against unwarranted modi* 
f ication of file dstca. 

No matter how source data are converted to 
"computer-processible" form, steps must be taken to 
insure that all the data are read, and read correctly by 
the computer. Generally, input records ar? accumu- 
lated and transmitted to the computer in a batch. The 
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originating individual should count the number of 
records in the batch, and accumulate the total quanti- 
tative fields in the document. When the batch is first 
processed, the computer should accumulate the same 
totals. These must be balanced to the original totals 
before processing can continue. 



be nonrecurring studies. Many information systems 
have provision for producing this type of report in a 
generalized format, merely by defining certain standard 
specifications to a generalized report generation pro- 
gram. Thi^ reduces programing effort and facilitates 
fast rec-ponse to information requests. 



Updating the data base. After data have been 
collected and converted to "'computer-processible" 
form, they are re«J by the computer for the purpose of 
modifying the data base. Before being incorporated 
into the data base, the computer should thoroughly 
edit all data in the incomi.ng record. This edit should 
ascertain that all necessary data fields have been filled 
and that the data are reasonable. For example, a date 
of 731032 would indicate an error in the record. Often 
this editing step is combined with the accumulation of 
control totals as described in the previous paragraph. 

When the dati base is modified, the computer 
should print a report showing the changes made. 
Records added to and deleted from the data base 
should be printed in full. If an adjustment is made to 
an existing record in the data base, the record should 
be printed as it was before the adjustment, and as it is 
ufter the adjustment. This list provides visual evidence 
of any changes to the data base. In many systems, the 
date of the last change to a record is recorded in the 
record. This assists in tracing changes in any specific 
record to their source. 

Generating reports. The ability to generate reports 
by analyzing, resequencing, or summarizing the data 
bank is one of the greatest advantages of a com- 
puterized information system. In many systems, how- 
ever, the ease with which reports can be produced has 
led to a virtual .^^"'i^nche or paper generated by the 
computer. A welNdesignad system is economical in the 
reports it produces. Wherever po.ssible, reports should 
be exceptionoriented, i.e., show ortly those items that 
are exceptions from *^ormal and thus require adminis* 
trative attention. 

All reports produced should be readable. Column 
headings should be printed describing the data in the 
column. Wherever possible, coded data should be 
converted, on the report, to their word description. 
For example, a student's sex may be coded in the data 
base record as 1 or 2. On the report it could be printed 
as MALE or FEMALE. 

With the establishment of a student data base, there 
may be a demand to orepare many statistical analyses 
of the information in the data '^ase. Most of these will 
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Retrieving specific information* One of the ob- 
jectives of most student information systems is to be 
able to quickly retrieve information pertaining to d 
specific student. Most computerized systems provide 
for very fast retrieval of information. It must be 
remembered, however, that fast retrieval has its cost. A 
system that could provide immediate access to all items 
of student information at any time would, in all 
probability, be excessively costly in terms of equip- 
ment and programing effort required. The essential 
questions are: 

m How quickly is an information item needed? 
• How often does this need arise? 

The need to review a student's academic record rior 
to a counseling conference can be anticipated in 
advance and probably does not require immediate 
access to the data base. On the other hand, the need to 
know if there are any religious restrictions on per- 
forming an emergency operation on an injured student 
is critical and demands immediate response. Hopefully, 
however, this would be such an unusual occurrence 
that the interruption of normal operations in this 
situation would not cause continuing problems. 

Most computers with magnetic disk files have the 
capability of interrupting a program in operation and 
inquiring into a file stored on magnetic disk, thus 
providing access to confidential information in the data 
bank. Some techniques for safeguarding confidential 
information by restricting access to student data are 
included in chapter II. 

Shared computer. The small or medium-sized school 
or school system often has difficulty in justifying the 
cost of its own computer for use with student data. 
Many such school ^\'stems are able to share in tl'e use 
of a computer with other school systems. Under such an 
arrangement, a data processing center is established to do 
all of the computer processing for a number of partici- 
pating schools and systems. Such data processing centers 
may be organized by the State department of educa- 
tion, an intermediate school district, or an independent 
authority established by a group of iocal school 
systems. This arrangement offers two advantages: 
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^ The data center can usually cost justify much 
mure powerful data processing equipment than 
could any individual participant. 

• The data center can develop a larger, more 
capable staff than any individual participant. 

The local school that participates in such a plen 
sacrifices some individual flexibility in systems design. 
In many cases, however, this sacrifice is insignificant 
compared to the equipment and staff advantages 
gained through such an arrangement. 

Data base management. A good concept of data 
base management is illustrated in figure A-14 on page 
163. 

In data base design, the user classifies the items of 
information about the subject and identifies the 
interrelationships. Chapters III and IV provide this 
structure, coding, and linkages for student data. The 
items of information are included in the database^ to 
make the data base a usable resource. 

The data base must be managed effectively and with 
concern for safeguarding confidential data. This may 
be done through the data base management system, 
which consists of data management programs, direc- 
tories, and indexes. 

The data manc^ement programs provide the com- 
puter routines ior updating and accessing the data base 
and for providing checks on the accuracy of incoming 
data. The directory provides the definitions of items of 
information as well as the relationships among items. 
The index identifies the location of data in the data 
files. 

The user may normally be provided two methods of 
accessing the information-nbafc/) processing by Job, 
and c//rflcfacce» through a tern)inaL The batch process 
is used whenever the volume is high and/or the 
response time is moderate. Di.^ect access applies to 
requests for data needed in a hurry, and usually 
requires the output volume to be small. The data 
processing department in either case provides and 
controls the methodology for accessing the data base. 

One important aspect of data base management is 
the handling of common data among different data 
files. For maximum usability of the data, common 
coding should be utili^ed in each file, or at least a 
crosswalk provided to translate one code to another to 
provide necessar/ linkages. Some of the areas of 
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common data are illustrated in figure A-15 on page 
164. 

REVIEW OF RECORDS 

It is good practice to have student records reviewed 
periodically to insure that they are relevant, current, 
and correct. Ideally, each student or his parent should 
review the record and offer corrections for any 
inaccuracies. In a computerized data system, a printout 
of the record may be reviewed for this purpose; in a 
manual system, a copy of the record may be sent home 
or the parent and/or student may be asked to review 
the record at school. Lacking parent or studenv review, 
a school administrator or teacher having good knowl- 
edge about the student might be asked to review all or 
portions of the record and provide appropriate correc- 
tions and additions. (See also chapter II.) 

In any case, the record may appropriately include a 
notation identifying each reviewer and the date of his 
review. 

RECORDS RETENTION 

The systems designer, whether designing a com- 
puter-based or manual information system, should be 
concerned with the length of time a record or an item 
of information is maintained. A standard set of 
guidelines is not offered here; rather each education 
agency should develop its own set of rules and 
regulations depending on its data needs, local policies. 
State laws, and requirements under Federal and State 
grants. A number of factors should be considered (see 
also chapter II, pages 9 and 10): 

• The student's permanent record should accumu- 
late his history of performance during his school 
career, and should be maintained after he leaves 
school. 

• Data which have been superseded by more up-to- 
date data normally should be destroyed. 

• Data and information on behavior, tests, discip- 
line, attendance, and the like, which could be of 
potential harm to the student, should be de- 
stroyed as soon as their usfcfulness in the record 
t .IS been served; for local school systems, these 
data should be destroyed by the time the student 
has graduated from high school or attained the 
age of 21 years. 

• Other data should be destroyed as soon as the 
student has left xhool, has graduated from high 
schooL or has attained the age of 21 years. 
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Figure A*2.-lllustrative Statement of Policy for Attendance Records 

Source: State Board of Education, Florida 

Teacher's Register of Attendance, 1970 

STATE BOARD OF EDUCATION REGULATION 
GOVERNING ATTENDANCE 

6A*1.44 Pupa attendance lecocds.- 

(1) The presence or absence of ail public school pupils shall be 
determined at the beginning of the morning and afternoon sessions of each 
school day. Pupils who are subsequently present shall be recorded as tardy. 
All absent and tardy pupils shall be recorded in the Teacher^s Register of 
Attendance or by an altenute system of recording attendance which has been 
specifically approved by ihc director, division of elementary and secondary 
crducation. Any alternate system shaU be approved prior to implementation 
only on specific application from the district for district-wide application 
unless the district can justify an exception based on the unique program 
offered by a particular school. A sdiool which is on double or staggered 
sessions shall make the second official attendance check after one half of the 
school day for that group of pupils has elapsed. 

(2) Attendance of all pupils for at least one hundred eighty (180) days of 
instruction shall be required, except for absence due to illness or otherwise as 
provided by law. A pupO may be counted in attendance only if he is physically 
present, or if away from school on a field trip» or other activity sponsored by 
the school and under the actual supervision of school authorities. 

(3) Attendance data shall be entered daily in the Teacher^ Register of 
Attendance or other record approved as provided herein. Data shall not be 
recorded in temporary records, and then transferred at a later date to the 
permanent record, except for the first ten (10) days of each school year. 

(4) The Teacher*$ Register, or the approved alternate record, shall be 
retained at the school unless otherwise directed by the superintendent of 
schools. Such records shall be permanent records and the superintendent shall 
be responsible for their collection and safe storage at the conclusion of each 
school year. The Teacher's Register of Attendance or other approved system 
of record shall be prima fade evidence of the facts which it is required to 
show. 

(5) The principal shall be responsible for the administration of at- 
tendance policies and procedures and for the accurate reporting of atiendance 
in the school under his direction. He shall assure that all teadiers and clerks 
are instructed in the proper recording of attendance, and it shall be his duty to 
see that such instructions are followed. He shall inspect and determine the 
accuracy of each register at least twice during the school year. If an approved 
alternate system is used the principal shall inspect for accuracy the record 
which replaced the Teacher's Register and therefore is *he record of 
attendance. The principal shall sign all attetidance reports a»l his signature 
shall be deemed to certify that all attendance records have bern kept as 
prescnbed by law and regulations of the State Board of Education. An 
attendance report containing any material inaccuracies, resulting from the 
negligence of the principal, shall be considered a false report for which the 
principal shall be subject to penalties as provided by law. 
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Ftgufo A-3.-Example of Explanation for A Student Record Fomi 

SOURCE : Fupil Accounting for iows Schoois, p. 20 - State of )wa Depertimnt of Education. 1 966 



Pupil Number 



I NAME 



«pce^ Verity iag 



f1r«t 



ICl44k 



BirthdAte 



BirthpUce 



lit W%. 



X il Wk, U«. 



■•tort Y»%r 



Wk. |U». 



' i n Wk. u», 



5^ 



Ko. Ik H. a. 



Wk. 



Tim 
T«r4y 



AkMiit 



~i«kjw«i 



^y*"^ 



Uwt\u , Mln. 
Wk. 



ratal 



S.a. Av«r. 



AfcMWt 



M*vkti« ayMMM 



15^ 



"B55t" 



auwHuiT w' Kicir nUJk V^ 



CMfim. akiUft 



Fijian Umg, 



IC*tk«m«iU« 



Art 



Mutk 



lUoirUI Aru 



AMfHlM kr Kwtk 



Pupil Number-^Enter the individual pupil number 
if numbers are assigned by your school to iden- 
tify pupils. 

Name-Enter the pupil's full legal name in the 
order indicated: last name, first name, and 
middle name. If the pupil has no middle name 
or initial, enter ''none. The legal name of the 
pupil should t>e used to identify him on school 
records, to avoid possible confusion in the 
future, if the last name used by the pupil is an 
assumed name, enter it in parentheses immedi- 
ately following the legal name of the pupil. Oe* 
pending upon the type of filing equipment 
used, the location of the items of information 
identifying the pupil may appear at either the 
top or bottom of the form, so that the pupil's 
name is always visible in the file. 

IMale, Female-Place a check maric by "male" if 
the pupii is a male or "female" if the pupil is 
a female. 
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Marital Status— Enter marital status of pupil if other 
than single. Example: Married, Divorced. Separated, 
or Widowed. 

Birthdate— Enter the pupil's dirthdate-month. day, 

and year. Example: December 12. 1960. 
Evidence Verifying Birthdate-Enter the title or a brief 
description of the dooiment used to verify the date 
and place of the pupil's birth. Examples: Birth 
Certificate, i^ospital Certificate, duly attested 
Baptismal Certificate. Passport, or affidavit of 
parent or guardian. 
Birthplace— Enter the city, county, and the state in 
which the pupil was born, as shown on the Birth 
Certificate or other official document. If the birth- 
place is not in the United States, give the name of 
the country. 

Name of Parent or Guardian— Enter the full name of the 
pupil's father, if living; otherwise enter the full name 
of the Dupil 's mother, or if both parents are deceased, 
the full name of the pupil's guardian. 
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Figure A4.-Example of Coding Structure for Sute and County 
SOURCE: F9der^ Information Processing Standards Publicatkin &U National Buraau of Standard*, Departmeni of Commerca. 



1970. 

STATE NAME: 

STATE AB8REV1AT10N: 

STATE CODE: 

CODE COUNTY NAME 
001 AUTAUGA 
003 BALDWIN 
005 BARBOUR 
007 BIBB 
009 BLOUNT 

Oil BULLOCK 
013 BUTLER 

015 CALHOUN 

017 CHAMBERS 

019 CHEROKEE 

021 CHILTON 

023 CHOCTAW 

025 CLARKE 

027 CLAY 

029 CLEBURNE 

031 COFFEE 

033 COLBERT 

035 CONECUH 

037 COOSA 

039 COVINGTON 

041 CRENSHAW 

043 CULLMAN 

045 DALE 

047 DALLAS 

049 DE KALB 

05t ELMORE 

053 ESCAMBIA 

055 ETOWAH 

057 FAYETTE 

059 FRANKLIN 

061 GENEVA 

063 GREENE 

065 HALE 

067 HENRY 

069 HOUSTON 

071 JACKSON 

073 JEFFERSON 

075 LAMAR 

077 LAUDERDALE 

079 LAWRENCE 

081 LEE 

083 LIMESTONE 

085 LOW'iDES 

087 MACON 

089 MADISON 



ALABAMA 
AL 
01 



091 
093 
095 
097 
099 

101 
103 
*05 
107 
109 

111 
113 
115 
117 
119 

121 
123 
125 
127 
129 

131 
133 



MARENGO 

MARION 

MARSHALL 

MOBILE 

MONROE 

MONTGOMERY 

MORGAN 

PERRY 

PICKENS 

PIKE 

RANDOLPH 
RUSSELL 
ST, CLAIR 
SHELBY 
SUMTER 

TALLADEGA 

TALLAPOOSA 

TUSCALOOSA 

WALKJR 

W/^ SHINGTON 

WILCOX 
WINSTON 



STATE ABBREVIATiOM: 
STATE CODE: 



AlAbamt-Alaska 

M ih« r«maind*r of iha Siaia oth«r ih«n 
i^a to oro«niit<i boroughi Accordingly, 
*^Jt4i tvitamt u^mo ihii definition o' ih« 
UnorQ«nit«d Boroutth would co<l« iha mid 
lary and Indian ratcrvationt at 999 



AK 
02 



STATE NAME: 



ALASKA 



Tha official political ymta of Aiatka ar« 
caiiad bo'ouQht Thar* ara 10 organiiad 
boroughi and an unorgani^r^d bo'ough Un 
fortunataiy for itatilticai purpowit. tha or 
ganizad borough* covar Onty a vary tmaii 
P«rcantaga of th« land araa of th* Staia and 
hava th« <urth«r d>Mdvantag« of anciud'ng 
military and Indian »«t4i,wa* ont whiCh >ia 
^■thin thair boundari«i Contcauantty iha 
unorganiiad boroyQh ■! loo larga to provida 
a batii for tuiiab'a ttatitticai anaiyiit Fgr 
that* r«at)n( tha borouQht ara not uMbia 
for mott ttatttticai purpoMt 

th«Buraauof tha Cantut ^n coniunction 
With tha Stata of Aiaifca hat attabuthad 
C«ntut Divitioat for Aiatka which provida a 
mora affactiva batii for ttatitticai purpowit 
Tha Cantut Divitiont ara ttabia gaog^aphic 
ttatitticai araat With dafmao boundanct that 
^ncof^patt tha antira ttata and ganart'iy 
cornOriM tha a'acTion d'ttrtctt Tha Stata of 
Aiatka hai r«Qua«tad that that* Cantut 
Dwit'Onft ba utih/ad for ttatitticai puipotat 

^*to tatt of codat ara tharafora p'Ovidad 
for tha gaopoiiTicai tubdikit.ont of Aiatka 
naonaiy tha Cantut Qiv'tiont and th« 
Bo'Ought Tha Caniwt Divifion codat an 
hava a /aio m tha low ordar (latti poi^tiof^ 
A'to ' ttad nan! aia codat *or tha t>oio%4ont 
Thata cjn ba ut«d <r^ thoM apphcat on* hak 
■ ng dafinita laQs^iiamantt to idaniify thata 
political un tt It thouid ba "^otad that ma 
<ow ordar potiTion of that* «.odat a'a otnar 
than tha charactar laro A>to tha Stat* o< 
Aiatita dafmat fha Uno»ganixad Borough to 



DIVISIONS 
CODE DIVISION NAME 

010 ALEUTIAN ISLANDS 

DIVISION 
020 ANCHORAGE DIVISION 
030 ANGOON DIVISION 
040 BARROW DIVISION 
050 BETHEL DIVISION 

060 BRISTOL BAY BOROUGH 

DIVISION 
070 BRISTOL BAY DIVISION 
080 CORDOVA^MCCARTHY 

DIVISION 
090 FAIRBANKS DIVISION 
100 HAINES DIVISION 

110 JUNEAU DIVISION 
120 KENAI'COOK INLET 

DIVISION 
130 KETCHIKAN DIVISION 
140 KOaUK DIVISION 
150 KODIAK DIVISION 

160 KUSKOKWIM DIVISION 
170 MATANUSKA-SUSITNA 

DIVISION 
180 NOME DIVISION 
190 OUTER KETCHIKAN 

DIVISION 
200 PRINCE OF WALES 

DIVISION 

210 SEWARD DIVISION 
220 SITKA DIVISION 
230 SKAGWAY- VAKUTAT 

DIVISION 
240 SOUTHEAST FAIRBANKS 

DIVISION 
250 UPPER YUKON DIVISION 

260 VALDE2 CHITINA WHIT flER 

DI'/'SION 
270 WADi HAMPTON 

DIVISION 
280 WRANGELL PETERSBURG 

DIVISION 
290 YUKONKOYUKUK 

DIVISION 
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Figuro A<6«->R9port Genorattd by Stuctont Information Sytttm 

SOURCE: Student Schm^uitng Handbook - Board of Cooparatlve Educational Sarvlces. Flrtt Supervisory Diitrlct, Eria County. 
Buffalo* Naw York* 1971 . 



STUDENT MAINTENANCE LOO REPORT 



STUDENT 
NUfMSkR 



^IHSL^''* ORAOK PRIORITY REQST REQST REQST REOST REQST REQST REQST REQST 

WAME HOMEROOM SEX CODE ' 2 3 4 567 » 



0«6a4 TOWERS DOUOtAS P It 112 

oaeas twist mary ii 112 

06790 JOHNSON GEORQE 11 



001 002 001 004 005 ooa 007 ooa 



002 004 006 008 010 012 014 
022 024 026 028 030 032 034 



071 171 271 371 



TOTAL OF MASTER ITEMS IN - 1926 
TOTAL OF MASTER ITEMS OUT * 1938 
TOTAL OF DELETION ITEMS - 8 
TOTAL OF ADDITION ITEMS - 21 
TOTAL OF CHANGE ITEMS * 62 

END OF STUDENT MAINTENANCE LOO REPORT 



STUDENT MAINTENANCE LOG (0820-07) 

Tha followH>9 u% rulM which apply in making corr^ion* thit rtport: 
(II Um radptfl or pandl only. 



(21 Uodarlina tha ttuctont idantHicatlon of M«h ttudaot upon which 
th«f t It a chanoa. 

(31 Pfrint all chan^at. do not writa in fonshand. 

(4) It you with to drop a couria coda circia ii« do n^t eroM it out. 



(5) II you with to add a courta print tha n«w couna nunte to lha 
riflht ol tha lait oourta ooda printad on tha list. 

(6) II you with to rapUoa an aKitting couna coda with a naw eourta 
coda, eirda tha asintino ooda and print tha naw ceuraa coda abov8 
tha cirdad 2our«a coda. 

(7) If you with to drop a itudant Irom teh^luling. draw a lina throti^ 
tha ttudant 't information; that it, ttudant idantilieation, couria 
raquattt, ate. 

(8) If you with to add a ttudant to tchadulrtg, print hit nama« ittdant 
numbar. grada, and courta raquactt at tha bottom of tha hit. 
Ramambar, you mutt alto add fhit itudant to tha ttudant mattar 
fila by mbmitting a Studant Mistar Raoord Form. 



NOTE : Chan^at to ttudant nama. grada. homaroom. and sax may not 
ba mada on thit raport. Thata changat mutt ba mada on tha 
ttudant 't mattar racord form. 

A naw Studant Mamtananca Log (t producad du«^tng aach oomputar run. Uta th« 
nawaat luting to maka corractiont. 
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Fisura A-6.-Ct«rieid ProcadurM 
SOURCE: Ties Uatn Mark Rtporting Manual, Minnesota School DUtricti Data Proceuing Joint BoaitJ. 1970. 
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LEVEL 
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Mark Reporting 




9/28/70 


DMP 


TITLE 


Flow Chart Description 




PAGE 
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REV. 
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OPTION A 

The flow chart on page shows the general steps of the mark reporting system. There are two options to choow 
from: Option A and Option B. 

The steps for Option A are: 

1 ) TIES prepares class lists for the school. See D-2 for a sample of the form as prepared by TIES. There is a 

list for each class, and the lists are in sequence by teacher number. 

2) TIES also provides blank late entry cards with the class lists. These cards allow a teacher to enter a mark 

for a student who is not on the class list. See D-5 for a sample of late entry cards. 

3) The class lists and late entry cards are distributed to the district for its schools. 

4) The schools distribute the materials to the individual teachers. 

5) The teachers mark the class lists and complete a late entry card for any student not on the class list. 

6) The school gathers the materials from the teachers and the district office transmitt it to TIES via their 

scanner. 

7) TIES receives the information from the scanner and edits the materials, listing e/rors found. The errors 

checked for are missing or invalid marks and pages and parity errors caused by line noise. 

8) There will be no checking of comments. If the input is a valid comment for that school, it will be printed 

on the progress report. Otherwise, it will be ignored. 

9) After the corrections are retransmitted via the scanner, TIES will prepare the reports that the district has 

requested. 

10) TIES forwards the auxiliary reports to schools. These may be delayed a few days due to TIES print 

volume but will be based on the same data as the Progress Reports. 

11) TIES prints the Progress Reports and Mark Audit List. 

12) TIES sends these to the schools for correction. 

13) Schools correct Mark Audit Lists. Corrections are input via the District Office CRT and will appear on 

the next period's Progiess Reports. 

14) Schools correct marks on the Progress Reports and distribute to the students. 
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ILLUSTRATIVE 
DOCUMENTATION 



Figure A-7.-System Flow Chart 

SOURCE: Ties Umn Msfk Rttporting Mma^f, Minoetota School District Data Processiofl Joint Board, 1970. 
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Figure A-9 
ILLUSTRATIVE ENROLLMENT FORM 

SOURCE: Sarssota County Schools, Sarasota, Florida, 1970 
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ILLUSTRATIVE FORM 

Figure A-10 

MINIMUM INFORMATION ABOUT STUDENT WHO TRANSFERS 






FORM PRtPAREO BY 


TITLE 


DATt 




• 
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Figure A-11 



XY2 SCHOOL DISTRICT 
NOTICE OF TRANSFER AND REQUEST FOR TRANSCRIPT 
^ HAS ENROLLED IN 



STUDENT NAME 



OUR SCHOOL ON 



DATE 



PLEASE SEND THE RECORD OF THIS INDIVIDUAL 



TO: 



r 



L 



J 



Fr,jreA-12 



STUDENT RECORD INFORMATION REQUISITION 



DATE 



STUDENT NAME 



STUDENT NO. 



INDIVIDUAL REQUESTING INFORMATION. 
AGENCY OR ORGANIZATION 



REASON INFORMATION IS SOUGHY. 
INFORMATION REQUESTED 



AUTHORIZATION (IF REQUIRED) 
RESPONSE^ 



17S 



STUDENT/PUPIL ACCOUNTING 



Figure A-13 



ILLUSTRATIVE COMTENTS OF A STUDENT RECORD OR RECORDS - 
COMPUTERIZED SYSTEM ^ 
(BASED ON CHAPTERS III & IV) 




Field 




riciQ 


Field Name 


Size 


Field Name 


o<«e 


Student Number 




0;<tp f»t Pntiw 


t) 


Student Name (family name, qiven ridmt*. mttidt) 


30 


Ty^H? of Entry 


2 • 


& V 


\ ' 


Nan^i* of ^houl PtHuinu^lw AttHnfl(»ff 




Ra lai or Ethnic Group 


« 


Aclflrp^^ (if ^'hrinl Pif^uioiivlu AtiPnilA^I 

•^***»' J » ■ ' f ■^vi\Jiiiiy lid IV JCvJ 




Date of Birth 


\f 


Gtode Enteted 




Evidence Verifying Oateuf 6<rth 


r>* 




1 


riace 01 oirtn 


3- 


Type of Cirfss 


1 * 


Fliipncvt uuith t- \tti\ 


1 * 


FuH Time Pait Time Status 


1 • 


Name of Male Parent 


30 


Special Pi 091 dm Modification 


2 • 


Relationship to Student 


?• 


Nurnbei of D<iys uf Attendance 


3 


rKjiirt; 1 ctcprHjnt; i>fumocr oi ividie r artni 


7 


Number of Days of Absence 


3 


Name of Female Parent 


30 


Type of Withdrawal 


2 • 


Relationship to Student 


r 


Date of Withdrawal 


6 


HofT»e Telephone Number of Female Pa»ent 


1 


Reason for Discontinuing School 


2 • 


Responsible Adult of Domicile 


30 


School or System to Which Student Transfers 


30 


Telephone Number o* ResponsibU* Adult 


7 


Course Information (current semester only) 


72 


Street Address of Student 


20 


There is provision for maintaining 




City of Student Residence 


15 


eight course records, each having 




State of Student Residence 


2 


the same format 




Zip Code of Stud' it Residence 


5 


Course number 3 




Telephone Numbv of Student 


7 1 


Oedits 1 




Residency Status 


2* 


Semester \ 




Special Physical, Health, and Sensory Characteristics 


8* 


Year 2 




(two positions per code) 




Mark 2 




Immunization Code (two positions per corle) 


20 • 


Credits Received Prior to Current Semester 


4 


Name of Person to be called m emergency 


30 


Transportation Status of Student 


r 


Telephone Number of Person to be called m emergency 


7 


Eligibility for Transportation at Public Expense 


r 


EmefQency Factor Code 


6* 


Distance Transported 


3 


(two positions per code) 




Qualification for State Transportation Aid 


r 


Physician's Name 


30 


iSchoolbus Rout* Number 


3 


Physician's Telephone Number 


7 


Bus Stop Identification 


2 


Standardised Test Information 


52 


Special Educational Programs 


40 


There is provision for maintaining 




There is provision for eight 




fou> test records, each having 




Federal. State, or other special 




the same for mat 




programs* 




Test identification number 3 




Program code 3 




Form of administration 1 * 




Eligible 1 • 




Date administered 6 




Participating 1 * 




Test results 3 




Tuition Status 


r 


Special Mental and Psychological Characteristics 






(two positions per code) 








* Codes as irKiicated in Chapter tV. 
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For disk or tape oriented system. 
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DATA PROCESSING 
DEPARTMENT 



DATA BASE MANAGEMENT SYSTEM 



DATA MANAGEMf'NT PROGr^.^MS 



DIRECTORY 

(ITEM 
DEFINITIONS AND 
RELATIONSHIPS) 



(DATA BASE] 



INDEX 
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Fisure A- IS 



ILLUSTRATION OF SOME COMMON DATA IN THE STUDENT 



DATA FILE AND OTHER DATA FILES* 



STAFF DATA 



• PROGRAM (6 11 00) 

• SUBJECT MATTER AREA (6 12 01) 
i 




FINANCIAL DATA 



7 



SCHOOL ENTERED (5 17 00) 

PROGRAM (e 11 00» 

SPECIAL EDUCATIONAL PROGRAM 

ELIGIBILITY (0 02 00, d 03 OU.and 8 00) 
TUITION AND FEE INFORMATION (8 06 00) 



STUDENT DATA 



SCHOOL ENTERED (5 17 00) 
GRADE ENTERED (5 21 00) 
PROGRAM (6 11 00) 
COURSE OR CLASS ASSIGNMENT 
<6 31 00) / 



SCHOOt ENTERED (S 17 00) 
ROOM NUMBER (S 31 03) 
PERIOD NUMBER (& 31 04) 



CURRICULUM DATA 



FACILITIES DATA 



This ts illustrative only, and (Jok not includa all items which 
should be common to two or more f ile^. 
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Appendix B 



RECORDS AND REPORTS ABOUT STUDENTS 



Records and reports about students are defined and 
described in this appendix. Items of student informa- 
tion also are described, and illustrative information 
items and "measures" are presented for several areas of 
student information. Student records and reports may 
be useful in numerous educational functions and 
services, as is illustrated in appendix C. 

A student record, as defined for use in this 
handbook, is information about one or more students 
which is kept on file for a period of time in a 
claisroom, school office, school system office, or other 
approved location. Frequently, the student record is 
intended for the use of the person or office main- 
taining the record. Thus, the record of an individual 
may be maintained in one central location for the con- 
venience of all persons requiring access to the record, or 
it may be maintained in several locations according to 
use, user, and convenience of storage facilities. Portions 
of the record may even be maintained outside the school, 
as is the case where student health records are kept by 
the local public health service. 

Items of student information, as identified and de* 
fined in chapters 1 1 1 and IV, snrve as the basis for student 
records. Other items, in addition to those defined in this 
handbook, may be included in a student information 
system as is necessary to meet local or State needs. 

Entries in student records should indicate the date of 
occurrence, the date on which a condition is observed, 
the date on which the information is recorded, and/or 
the reporting period to which the information pertains. 
As new information becomes available and as changes 
occur in the status or characteristics of an individual stu- 
dent, appropriate entries should be made in his record in 
order to keep the record current. The file of student data 
should be reviewed on a periodic basis, with outdated 
inaccurate, ^nd unneeded data being discarded. 

Some information in student records is of a confi- 
dential nature. When such information concerns in- 
dividual students, it should be made available only 
through professional personnel trained in its interpre- 
tation and in accordance with guidelines such as those 
presented in chapter II. When this information is sum- 



marized for general reporting or research ptMposes, it 
should not be identifiable with any specific individual. 

A student report, as defined for use in this 
handbook, is a collection of information about one or 
more students which is prepared by a person, unit, or 
organization usually for the use of some other person, 
unit, or organization. Most reports about an individual 
student or groups of students are based upon informa* 
tion obtained from the records of individual students. 

The items of information in a student report 
sometimes provide information about individuals, as in 
response to questions regarding names of students 
having specific aptitudes or abilities. More often, 
however, such items are combined with the same items 
concerning other students to indicate the number of 
studwts having particular status or char^eristics. 
Thus, reports about students usually summarize data. 

Information about a student or a group of students 
can be used for reporting purposes wh>en it includes: 
(Da designation of the reporting unit, (2) the time 
factor (date or period applicable), and (3) one or more 
items of student inforrhation. 

Definitions for many of the terms listed below in 
this appendix may be located through the index or 
infp-'red from items in chapter IV, 

REPORTING UNIT IDENTIFICATION 

Items of student information are used to help identify 
an individual or a group, to present measures or other 
information about an individual or a group, or both. 

Information about the reporting unit includes the 
nature and location of the unit submitting the report: 

Unit reporting 
State 

Intermediate administrative unit 

Local school system 

School 

Administration of school or school system 

Public school or school system 

Nonpublic school or school system 

Teacher eduction institution not included above. 
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TIME FACTORS 

Time factors include the following types of infor- 
mation: 

Date 

Reporting period or date 
Division of school year (and date) 

Regular school term 

Summer school term 

Marking period or semester 
Division of schoolday 

Full-day session 

Half-day session 

Curtailed session 

Double session 

Extended-day sessions 
Time of day 

Daytime 

Late afternoon and/or evening 

STUDENT fDENT(FICATION ITEMS 

items of information used for identification pur- 
poses identify all members of a student group through 
personal characteristics, status, and performance. These 
items also may be used to set i«p and maintain a 
continuing school census record. Among such items are 
the following: 

Personal characteristics 
Date of birth (or age) 
Sex 

Type of special condition or characteristic, if any 

Racial or ethnic group 
School status of student 

Location of student's legal residence 

Instructional organization entered 

Grade entered (including ungraded) 

Time status; part-time or full time (or full-time- 
equivalent enrollment) 
Residency status of student 

Resident 

Nonresident 
Identification of student's course (s) 

Subject-matter area or majc r discipline 

Special student group for which course is designed 

Descriptive course title 

Credits (units of value) or clock-hours 

Principal medium of instruction 



MEASURES FOR STUDENT GROUPS 

In addition to identification items, other items of 
student information contain needed data about indi- 
vidual students and groups of students. Some of these 
items-containing terms such as "number of," "aggre- 
gate," or "membership"-are measures of size or 
quantity. Other items, obtained by computations 
involving more than one item of information, provide a 
basis for rough comparisons among administrative units 
by eliminating factors of quantity or size. These items 
frequently contain terms such as "average," "per- 
centage," and "ratio." A rather extensive list of 
illustrative examples follows. 

Census and Residence Information 

Number of resident children 

Average number of children per school district 

Average number of children per attendance area 

Resident children per square mile 

Number of resident students 

Students per square mile 

Number of students in institutions for delinquent 
children 

Number of students in institutions for neglected 
children 

Student Characteristics Information 

Average age of students 
Median age of students 

Number of students identified as having sensory 

and/or physical handicaps 
Number of students identified as mentally retarded 
Number of students identified as seriously emr^ion- 

ally disturbed 
Number of students identified as socially malad- 

justed 

Number of students by racial or ethnic group 

Entry and Reentry Information 
Number of original entries 
Number of entries from other States 
Percentage of school-age population in public (or 

nonpublic) elementary and secondary schools 
Percentage of age group in all schools 
Percentage of age group in public schools 
Percentage of age group in nonpublic schools 
Percentage of total membership being provided 

appropriate special education (by type of special 

characteristic) 
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Percentage of children with special characteristics in 
special groupings and/or special schools, by 
special characteristic 

Number of different students entering a given 
school 

Number of school-age children not in school (by 
reason for not entering) 

Membership information 
Aggregate days membership 
Average daily membership (ADM) 
Membership as of a given date 
Percentage of change in membership from previous 
year 

Excess membership in public schools 
Percentage of total excess public school membership 
Average membership per school 
Membership in special groupings and/or special 
schools 

Enrollment in both special education and regular 
classes 

Aggregate days attendance 
Average daily attendance (ADA) 
Attendance as of a given date 
Percentage of attendance 
Average daily absence 
Percentage of absence 

Withdrawal Information 
Annual withdrawal rate 

Number (or percentage) of students withdrawing, 

by type of withdrawal 
Number (or percentage) of students discontinuing 

school, by: 

• reason for discontinuing 

• residence after discontinuing 

• age 

• sex 

• highest grade conr^pleted 

• racial or ethnic group 

• area of specialization 

• specif ic courses completed 

• average of marks for all courses, or specific 

marks in given courses 

• score on given standardized tests 

• number of ^imes retained (or not promoted) 

• number of aosences 

« specifi J activities in which student participated 

• years of education of parents 

O 
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• occupation of parents 

• residency status 

• State, county, district, or school from which 

student entered 

Student-Staff Ratios 

Teachers per 1,(X)0 students in average daily mem- 
bership 

Student-teacher ratio (as of a given date) 
Student-teacher ratio (for a period of time) 
Student instructional staff ratio (for a period of 
time) 

Student-counselor ratio (as of a given date) 
Student-counselor ratio (for a period of time) 
Counselors per 1,000 students in average daily 
membership 

Counselors per 1,000 students in average daily 
attendance 

Student-psychologist ratio (as of a given date) 
Student-psychologist ratio (for a period of time) 
Student-soc.al worker ratio (as of a given date) 
Student-social worker ratio (for a period of time) 
Library services staff per 1,000 students in average 

daily attendance 
Student-library services staff ratio (as of a given 

date) 

Number of iibrary/n>edia assignments per 1,000 
students in average daily membership 

Number of library/media assignments per 1,000 
students in average daily attendance 

Student-school administrator latio (as of a given 
date) 

Student-school administrator ratio (for a period of 
time) 

Administrative staff per 1,000 students in average 

daily membership 
Student-administrative staff ratio (as of a given 

date) 

Professional educational staff per 1,000 students in 

average daily membership 
Student-professional educational staff ratio (as of a 

given date) 

Student-professional educational staff ratio (for a 

period of time) 
Technical staff per 1,000 students in average daily 

membership 
Student-total staft ratio (as of a given date) 
Student-total staff ratio (for a period of time) 
Total staff per 1,0(X) students in average daily 

membership 

78 
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Class Sixa 

' v' •'agd class size (by ty^ of class) 

\* f'9ge class size (by subject-matter area or dis^ 

cipline) 
Maximum class size 
Minimum permissible class size 
Range of class sizes 

Itudent Parforaianoa information 

Number of students completing a grade 
Percentage of students making norma! progress 
Percentage of students promoted 
Number of students advanced at an accelerated rate 
Number of students not promoted (or retained) 
Percentage of students not promoted (or retained) 
Number of students completing high school 
number of students graduating from high school 
Percentage of high school graduates who completed 

courses in various subject matter areas 
Percentage of students currently members of classes 

in various subject areas 
Number of students taking a given course 
Percentage of students participating in various activ- 

itics 

Student- Finance information 

Annual current experuiitures oer student in ADA 
Annual current expenditures |.*er student in ADM 
Current expenditures per studen oer day (ADA) 
Current expenditures per student per day (ADM) 

Tuition and Special Assistance Information 

Number of students for whom tuition is paid by 
another school or school system to the reporting 
unit (See Unit reporting on page 165.) 
Number of students for whom tuition is paid by the 
reporting unit to another school or school system 
Number of students receiving tuition assistance 



Student-Property Information 

Students per acre 

Student capacity of school plant 

Excess membership in public schools 

Percentage of total excess public school membership 

Per student cost of a building 

Student Transportation Information 

Number of students transported to and from school 
at public expense 

Average daily membership of students transported 

Average number of students transported. 

Percentage of students transported at public ex- 
pense 

Percentage of transported students riding a given 
distance 

Percentage of transported students riding a given 
time 

Average transportation cost per student transported 
Number of students receiving room and/or board in 
lieu of transportation 

School Lunch Information 

Average daily number of stvdents participating in 
nation^il lunch and/or breakfast programs 

Number of students whose families fali within U.S. 
Department of Agriculture income poverty 
guidelines 

Percentage of Participation in national school lunch 
program 

Percentage of participation in national school break- 
fast program 

Estimated number of students in a specified par- 
ticipating school who are eligible for free or 
reduced-price Type A lunches under the ap- 
proved eligibility standards for such lunches 
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ILLUSTRATIVE USES OF IIMFORMATION ABOUT STUDENTS 



The justification for an information system in- 
volving student data lies in the effective utihzation of 
these data. Any system for collecting, organizing, and 
noaintaining student data is a mere exercise— a needless 
expenditure of effort— unless these data serve their 
intended purposes. 

This handbook is concerned with items of informa- 
tion which may be put to profitable use in providing 
optimum educational experiences for students. These 
uses of student data may be classified as: 

• Curricular and instructional uses 

• Student services uses 

• Administrative uses 

• Research and evaluation uses 

These categories are outlined in figure C*1. They are 
discussed briefly in the pages of this appendix. 

Care must be exercised in planning for the use and 
dis^jmination of data about any student tu assure that 
these data will help the student and not hinder or 
harm him. 

In related portions of this handbook, student 
records and reports are defined and described in 
appendix B. Major considerations in developing, man* 
aging, and protecting student «^ecords are discussed in 
chapter U. Principles and guidelines for the design of 
student information systems ure incorporated in appen* 
dix A. 

CURRICULAR AND INSTRUCTIONAL USES 

The recent educational press toward accountability 
has significantly increased the use of student data in 
the instructional program* Good instructional leaders 
have always used student data throughout the instruc* 
tionai process as well as in planning the curnculum.^ 
However, the use of student data is increasingly 



* 'n general tarma, Handixok VI states that: ". . Curriculum is 
wh9t i$ taught and Instruction is how It 1$ taught.*' See chapters 
1 and 2 of Handbook VI for a model of curriculum and 
in«truction, and for a discuuion of the colldction and use of 
infornnation about curriculum and instruction. 



Figure C-*1.-lliiistrative Uses of Student Information 



1. CURRfiCULAR AND INSTRUCT IONAL USES 

A. CURRICULAR USES 

B. INSTRUCTIONAL USES 

2. STUDENT SERVICES uses 

A. GUIDANCE SERVICES 

( 1 ) I ndi viduat and group cou n tell ng 

(2) Studant appraisal 
(?) Information tarvices 

(4) Cumulative racordt 

(5) Educational and occupational advisamant 
and placamant 

(6) FoMowHip and evaluation sarvioat 

B. HEALTH SERVICES 

C. SCHOOL PSYCHOLOGICAL SERVICES 

D. SPEECH PATHOLOGY SERVICES AND 
AUDIOLOGY SERVICES 

E. SCHOOL ATTENDANCE AND SOCIAL WORK 
SERVICES 

(1) Attandanca sitrvloas 

(2) School social work larvicas 

F. SPECIAL SERVICES FOR HANDICAPPED 
STUDENTS 

3. ADMINISTRATIVE USES 

A. INTERNAL REPORTS 

( 1 ) Facilities and staff riports 

(2) Program nianagemcint« projections, and 
budgets 

(3) Staff performance reports 

(4) Reports to the conrununity 
{5) Student services reports 

(6) Financial aid 

(7) Food services 

(8) Transportation larvioee 

(9) Housing services 
(10) Student scheduling 

B. EXTERNAL REPORTS 

(1) Reguler Stete aid reports 

(2) Special State aid reports 

(3) Membership data 

(4) Transfer of r%:^fds 

(5) Enrollment projections 

(6) School census 

4. RESEARCH AND EVALUATION USES 
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important in improving curriculum and instruction due 
to the increasing emphasis on the clarification of 
}nstruction objectives, the identification of individual 
learning needs, the monitoring of instructional delivery 
systems, and the careful evaluation of the effectiveness 
of such systems in achieving the objectives. 

Curricuter U:es. When curriculum specialists set out 
to appraise and/or improve a given segment of the 
curriculum, they first consider the I'lature of the 
students for whom the curriculum is planned and the 
nature of the community in which the curriculum is 
offered, as well as the subject-matter content of the 
curriculum area considered. Student data can be of 
great assistance. For example, data about membership, 
attendance, and family may help identify both general 
and specific curricular needs. Scores from tests (includ- 
ing mastery tests and criterion-referenced tests) ore 
helpful in determining types of experiences and ma- 
terials to be included in the curriculum and in grouping 
students according to their naeds, abilities, and inter- 
ests. Phyeical health information may provide clues 
regarding the breadth of experiences and materials to 
be offered. Achievement information from previous 
educational experiences may give additionaf clues for 
both the types and the breadth of such materials and 
experiences. 

After a curriculum segment or unit has been 
tried— that is, jfter the students have participated in 
the experiences o» used the materials— instructional 
personnel may use student data to help assess the 
outcomes of the unit, as is indicated below. 

Instructional Us6<. The careful planning of the 
curriculum provides for classroom teachers to begin an 
instructional activity «vith due consideration for in- 
formation from the student data system. As the 
instructional activity progresses, the need for addi* 
tional input o1 student data becomes apparent. Some 
students have neens which are atypical, and curricular 
materials which have been prepared for the total group 
may not be (Appropriate for them. Careful considera- 
tion of such data as test results, previous achievement 
data, anecdotal records, and h^lth data may give clues 
as to what changes need to be made so that curricular 
experiences can have significant meaning for these 
students too. 

Each educator invoSved in the insuuctconal process 
should continually monitor the experiences of his 
students to determine whether they are getting appro* 
priate learning opportunities from their curricular 



experiences. When it become evident from the an^i/sis 
of student data that some students are not profiting 
maximally from these experiences, suitable changes can 
be made (based on an interpretation of student data) 
to alleviate or remedy the situation. 

STUDENT SERVICES USES 

Student data used for student services (or pupil 
personnel services) can be classified according to 
service area: 

• Guidance services 

• Healtfi services 

• School psychological sen/ices 

• Speecfi pathology services and audiology services 

• School attendance and social work services 

• Special services for handicapped students 

Each of these services plays a dual roie in a student 
data system by using student data to provide its service 
and, at the same time, by generating or obtaining data 
needed for student records. 

Guidance Services. Guidance services include indi- 
vidual and group counseling; student appraisal; in- 
formation services to student, parents, and educators; 
educational and occupational placement; and followup 
and evaluation services. Each of these services makes 
extensive use of student data. 

Individual and Group Counseling. Counseling in- 
volves a professionally trained guidance person working 
with an individual student or with a group of students 
in an accepting, confidential relationship to aid them in 
solving their normal educational, career, personal, and 
social development problems. Assisting students with 
their normal developmental problems requires guidance 
personnel to obtain thorough knowledge of each 
student through a close study of various elements of 
the student record. 

Guidance personnel also may provide counseling for 
parents and consultant service to staff members regard* 
ing both general guidance services provided by class* 
room teachers and assistance with problems of indi- 
vidual students. 

Studant Appraisal. The appraisal of student charac- 
teristics and performance is important to assessing the 
relevance ai:d effectiveness of curriculum and instruc- 
tion, to plannir^ elements of the curriculum, and to 
guiding students in career and personality develop- 
ment. School and nonschool performance data and 
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standardized test results are required by guidance per- 
sonnel in this endeavor. 

Information Services. Guidance personnel have 
traditionally been looked upon as those educators 
who are fully informed about school and related 
programs, and about the relationship of those 
proqrams to chsracteristics of the student body. 
Thus, these personnel obtain and disseminate appro- 
priate educat'vinal, occupational, personal, and social 
information to individual students and groups, di- 
rectly atid indirectly. 

Maintenance and interpretation of Cumulative Rec- 
ords of Individual Students. Another important func- 
tion of guidance personni»l is serving as compiler, 
custodian, updater, and interpreter of student cumula- 
tive records, which usually contain selected data about 
personal identification, health, family, school perfor- 
mance, standardized tests, and Membership and atten- 
dance. 

Educational and Occupational Advisement and 
Flacement Guidance services mn^ provide help to 
stuc'ents by aiding them in securing appropriate educa- 
tional direction while in school, «nd by {helping them 
secure appropriate vocational placement while in mem- 
bership and after leaving school. 

Guidance personnel are concerned that a student be 
so placed within the school setting that he may profit 
n^^ximall^ from his school experiences. Si»ice students 
differ so widely in their ability to achie/e in school, 
guidance pe/sonnel should identify any special needs 
and help students take advantage of special programs 
avaiJatle 'or th^ atypical, such as programs for men- 
tally, physically, and/or emotionally handicapped stu- 
dents; for the socially maladjusted; for educationally 
deprived sMdents; for the gifted and talented; jnd for 
students from impoverished families. In addition to 
these speciri programs, guidanca personnel should also 
be aware of all possibilities within the regular school 
program, , 'ecause many students require special atten- 
tion ano ;»«^rvices even though their educational needs 
might be ^aid to fall within the normal range. 

Vocational placement has long been a concern of 
th€ school and, more recently, of the guidance depart- 
ment. Guidance in placement of students in jobs while 
attending school is seen au inportanv oart of their 
career development. Vocational placement for students 
after they complete their schooling also is important, 
with staff members endeavoring to place each student 
en a job which offers entry-level access to a meaningful 
life work or career. The successful execution of thesa 
services requires daxa inputs about personal character- 



istics, health, psychological tests and behavior, anr* 
school and nonschool performance. 

Follomip and Evaluation Ser\ices, Guidance per- 
sonnel in some schools provide a follow-up service, by 
investigating the academic and occupational perfor- 
mance of former students and reporting back to the 
school staff with suggestions and recommendations for 
appropriate changes in the school program. 

Followup activity entails using student data in a 
unique way. Data are gathered which can be charac- 
terized as post-school data in the sense that they 
are gathered from the next level of student activity 
(whether that be a job or higher-level schooling) 
after the :ktudent has left the school. These follow- 
up data are studied in relation to data from the 
student's record file— fo. example, identification, 
psychometric, and achievement or performance data. 
Conclusions are sought regarding the suitability of 
the student's educational experience while at his 
former school. These conclusions may provide in- 
sights into possible ways in which the school might 
improve curricular offerings. 

Health Services* The health services of a school may 
include medical, dental, psychiatric, and nursing serv- 
ices. They have a preventive responsibility emphasizing 
appraisals of individual and group health conditions, 
immunization programs, and contf ibutions to health 
instruction within the school. 

Health personnel and teachers consult student rec- 
ords continually for clues to health problems which 
have the potential to interfere with the students' 
functioning in school. Health appraisals and physical 
examinations are scheduled to provide a portion of 
these data. 

Immunizations are a major component of the health 
persoiinel's prevention program. Information recorded 
in the student da^a system regarding immunizations 
help health personnv>l determine needs for ^mmuni^a- 
tion programs. 

Most school systems emphasize aspects of health 
education at various grade levels. While major responsi- 
bility for this program belongs with instructional 
.oerfonnel, the contribution of health personnel is often 
ve-y important. By consulting student records and with 
knowing about the physical developmenial stages of 
students, health personnel can make major contribu- 
tions tu the Ci'^riculum regarding specific health 
problen^s based upon students' age, prev'>us lealth 
records, ^.nd data from local comm unity health agen- 
cies. 
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The health services noted above are concerned 
primarily with the identification and prevention of 
mental and physical health problems of students.^ In 
health emergencies, health personnel consult student 
records for data rega^'ding the physician and hospital 
desired, parent? to be nr^tified, and other pertinent 
information. Records r^'^rding accidents creating 
health or physical emergencies are carefully maintained 
in the student records system (.^part from student 
cumulative records) so that the probability of repeti- 
tion of an accident can be studied and steps taken to 
avoid any such repetition; so that the conditions of 
related future incidents (involving the same child, 
teacher, part of the building, or equipment) can be 
related to this Incident for study and recommendation; 
so that all concerned-^parent, teacher, :hilci, and 
others-can be helped to understand what occurred; 
and so that information needed for insurance purp ses 
Will be available. 



rates data from his examinations into the student's 
record, and he uses student data as he seeks clues about 
the problems and needs of individual students and as 
he develops an appropriate educational program to 
meet these needs. In this work, the psychologist 
consults diagnostic reports, sdiool achievement pat- 
terns, health records, and other data as he obtains 
information enabling the teaching staff to modify 
curriculum content and instructional methods accord- 
ing to the needs of students. 

Speech Pathology Services and Audlology Services. 

The purpose of speech pathology services and audiol- 
ogy services is to identify, assess, and treat children 
with speech, hearing, and language impairments. Per- 
sonnel having these responsibilities use data from 
auditory and/or speech tests, medical data, and data 
regarding school performance, psychological tests, be- 
havior, and family- 



School Psychological Services. School psychological 
services include the activities ot administering psycho- 
logical tests, interpreting the results of psychological 
tests, working with othei staff members in planning to 
meet the special needs of students as indicated by 
psychological test^ and planning and managing a 
program o* psychological counseling for the school or 
school system. School psychologists are specifically 
trained to diagnose needs and prescribe activities for 
students having special learning problems. They work 
closely with teachers and other instructional personnel 
in developing educational programs both for students 
in special educational programs (e.g., in a special 
program for the mentally or orthopedically handi- 
capped) and for students in regular programs whose 
learning problems arc not of sufficient severity to 
qualify for special education but whose educational 
needs are not met adequately by existing educational 
programs. 

The school psychologist provides data to his fellow 
educators and to appropriate concerned agencies about 
the nature, extent, and significance of atypical charac- 
teristics and need J of individual students. He incorpo< 



^School health services also sen/e an important function in 
relation to the school staff. The selection of teachers and of 
ancillary personnel (especially those in food sen/ices and 
transportation) is a concern of consequence generally involving 
health services in the attempt to determine: Can the busdriver 
see well enough to drive? Is the cook "clean?" 1$ the teacher 
tuberculous or alcoholic? Answprs to such questions contribute 
to the well-being of the students and to the quality of their 
^ education. 
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Sdiool Attendance and Social Work Services* 

School attendance and social work or "visiting 
teacher'' services include those activities which have as 
their purpose the improvement of the attendance of 
students at school and the performance of school social 
work activities dealing with home, school, and com- 
munity problems of students. 

Attendance Services. Most States have compulsory 
school attendance laws. Responsibility for enforcing 
compliance with compulsory attendance laws and 
regulations usually falls on attendance 'xsrvices. Thus, 
the attendance function of student services goes far 
beyond simply reporting on student attendance* The 
assumption is that most children do attend school, and 
nonattendance is atypical behavior. Nonattendance in 
school for other than illness or other good reason may 
be a sy.mptom of some other problem. 

A system of student data from which atteruianrj 
personnel can gather information regarding curricular 
and instructional needs of students (see pages 169 and 
170) is a necessary first reference for those who are 
looking for clues regarding the relevance of school for a 
chronically absent student. In a similar way. health 
data are consulted when illness is thought to be a 
factor in absence; home and family data as well as 
anecdotal data are consulted when interpersonal prob- 
lems are suspected as important; and home and family 
data are also carefully considered when economic 
factors seem to be interfering with attendance. 

Finally, the attendance services personnel are con- 
cerned with persons, frequently referred to as "drop- 
outs." who discontinue their schooling before gradua- 
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tion or completion of their programs for any reason 
other than death. Discontinuwce at the high school 
level is most commonly reviewed, but students who 
leave a practical nursing course at the community 
college or who withdraw from a pre-engineering cur- 
riculum at the junior college also merit careful atten- 
tion* In both hiyh schools and colleges, the school 
attendance officer or college counselor with attendance 
responsibilities consults student data for dues regard- 
ing those who may possibly drop out, long before such 
school leaving might actually occur. These data can and 
do play a major role in preventing early discontinuance 
by identifying potential dropouts and by suggesting 
measures for dropout prevention. 

StJ}Oot SocisI Work Services. The schoot social 
worker is trained to use social work techniques in an 
educational setting. He relies heavily on student data to 
help him identify those students in need of his services. 
For example, data about family and health may suggest 
the importance of providing free lunch or breakfast to 
a student suffering from malnourishment. Anecdotal 
data might provide clues as to the need for the referral 
of a student to a child guidance clinic. 

Special Services for Handicapped Students. School 
systems today, with few exceptions, provide special 
services and materials for students who are handi- 
capped, such as flexible scheduling, special testing, 
special reading materials, and special transportation 
services. In addition, special funds may be available to 
improve the effectivestess of instruction. In vocational 
education, for example, a teacher may receive inserv^ce 
eckjcation enabling him to converge with one or two 
deaf students by manual communication; or an hitbrp- 
reter may be employed to assist a teacher wrkiiig wit^ 
an entire class of deaf students. 

in many school systems, ^>ecial educational servk:es 
incorporate coordinated Inputs from various si<ipport^ 
ing services such as health, psychologic&i, speech 
pathology, audiotogy, «nd social work. In this case, 
major responsibiHtv for assisting the handicapped 
students is given to 9 special unit or division of the 
school $ystem< In other school systems, major respor^i* 
bility may rett In a unit stich as the health services or 
psychological services. Their personnel ass<st in many 
myh such as by coordinating the diagnosis of stu- 
dents' impii^mente, by interpreting for other educators 
the nature and signitic«mce of g«ven handicaps, by 
helping teachers design speniai proct^dures and ma* 
terials for handicapped students, and by NIping 
students learn to adjust to their conditions. The 



importance of accurate, comprehensive student records 
in this work is evident. 

ADMINJSTRATIVE USES 

Probably the greatest users of a student records 
system are educational administrators since a whole 
rmige of data uses is found in the normal duties of such 
administrators, rhey must pr^are summaries of and 
extracts from the student data system as well as 
present and interpret such data to local educational 
staff members, news media, voting constituencies, and 
parents. They must summarize and prepare reports 
from such data for a wide variety of student assistance 
and service programs. They also must generate a series 
of reports mandated by governmenta! agencies. 

Internal Reports. School administrators are required 
to provide many reports, summaries, and reviews of 
student data for the local board of education, the 
superintendent of schools, the school system public 
information officer, various school system committees, 
local news media, and community groups having an 
interest in school affairs. 

FecUMes and Steff /t^porte. Membership data com* 
•Jined with school census dute iinable school adminis- 
trators to project school enrollments at various grede 
levels several years in adva;-<ce. School administrators 
use such data in projecting school attendance areas, 
planning iiuilding programs, predicting staffing needs, 
and plannmg buildSng LtiKzation. 

Progrym Umtegmnen^, hrt^tiom, Md Qudgate. 
The of e student data system fvT f^cjMtions, for 
budget building, arni fcr program mantgement depends 
upon combining such data with financial daK staff 
data, and facilities data* When these are combined, the 
school administrator can obtain data which illow 
accountabilit/ &t building, department, grade, or even 
teacher levels as well a« furnish definitive information 
for developing the budget. 

Steff Performance ReportM. The administrator, in 
these reports, ag&in uses student d^nta in conjunction 
with other dat?-with staff data, in this enstance. From 
these data, 'ihe administrator is able to determine 
nud^nt-ftaft ratios, to ascertain the number of ctudent 
contacts by eacn staff memtM^r, and to determi<ie for 
performaiice and budget refH)rts the txeadth and 
extent to '/Vhich teacher inputs are made to the learning 
experiences of students. 

fteporfa to the Community, The unprecedented 
interest !n matters affecting the education of American 
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students has created a similarly great demand for 
information about these students. Administrators are 
finding that routine summaries of student data which 
formerly attracted little attention are now being 
discussed, analyzed, questioned, and interpreted by 
many people. Many administrators have capitalized on 
this interest by using careful interpretations of mem- 
bership data, attendance data, enrollment projections, 
and census reports to help the public understand the 
situation in which school systems find themselves, as 
well as to provide channels through which the com- 
munity can be helpful in school programs. 

Student Services Reports. School administrators use 
the student records system to formulate many reports 
that can best be described as contributing to the 
student welfare within the school system. Such use by 
administrators should not be confused with student 
record use for purposes of the student services pro- 
gram. Rather, such use enables the school administra- 
tor to operate administrative programs on behalf of 
students. Illustrative of such reports rre information 
items on withdrawal, as shown in appendix B on page 
167- 

Financial Aid. Individual students or groups of 
students may qualify for special types of financial 
assistance such as scholarships, grants, and loans. These 
financial aids are largely available to students in junior 
and commur'ty colleges although such aid to secon* 
dary- and elementary -level students is available, 
especially in nonpublic schools. School administrators 
are required to submit enrollment data, progress 
reports, and, sometimes, attendance data to help these 
students qualify for financial assistance. 

Some school systems provide airect financial or 
other economic assistance to students and their fami- 
lies in the form of waived fees, free textbooks and 
supplies, free breakfast or lunch programs, free athletic 
equipment, and other supplies without charge. Educa- 
tional administrators are required to prepare reports 
from student record systems which contain data 
concerning eligibility for such programs. 

Food Services, The school lunch program at the 
elementary and secondary levels and the rather more 
extensive od services program at community or 
junior college level have tcng been an accepted part of 
educational iervices. The expansion of these programs 
in recent years to include breakfasts and other supple- 
mentary food especially for poor and undernourished 
students has markedly increased the scope of these 
programs. Data about local economic conditions, occu* 



pational status of parents, student health, and length of 
time transported are being used to verify the need for 
additional food services programs and to report on 
their impact. In any event, for purposes of administer- 
ing programs providing free or reduced price breakfasts 
or Type A lunches, applications with information 
about the number of children in the family and annual 
family income generaMy are received at least annually. 

Transportation Service Transportation programs 
traditionally have included busing children who live 
considerable distances from their schools plus those 
whose atypical physical, mental, or emotional prob- 
lems necessitate such busing (by consulting such 
identifying data as address and school attending), bus 
routing (from the same data sources), and utilization of 
busing (from attendance and membership records)* 
Recently, as parents have requested a wider use of 
busing in many school districts and as outside agencies 
have requested or even mandated busing for a wide 
variety of reasons, student record systems have been 
used increasingly to help in providing and utilizing 
transportation services. 

Housing Services. Student record systems contain 
much data necessary for planning housing services. This 
is especially true in community and junior colleges 
where utilization of housing services is more or less 
optional-sometimes used by a very few students and 
sometimes by a large majority* Data regarding students' 
home addresses along with class schedules and employ- 
n>ent information can help an administrator make 
decisions about housing services. 

Swdent Scheduling. One of the important uses of 
student data by school administrators is in student 
scheduling* By combining enrollment data with teacher 
data, the administrator is able not only to build a 
master schedule but also to build e schedule for each 
individual student. Master schedules are used primarily 
in the secondary school and the communi^/ or junior 
college; however, some elementary school administra- 
tors also use data to increase utilization of both staff 
and facilities. Recent expansions in course offerings at 
secondary anr* higher education levels, increased use of 
individualized instructional planning at the elementary 
level, and the wide-spread adoption of so-called modu- 
lar scheduling in many high schools and middle schools 
make the use of such student data a frequent 
necessity. Such innovations could yield chaos with- 
out significant inputs from previous achievement 
data, test data, previous course selections, ar:d 
identifying data. 
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External Raports. School administrators must sub- 
mit ieports atx)ut their school systems to various local. 
State, and Federal agencies. Much of this information 
is derived from the student records system. 

Regular State Aid Reports. Student accounting data 
are used by public school administrators to generate 
reports submitted to State government officials for the 
purpose of qualifying the school district for tax- 
supported aid. These data sometimes represent enroll- 
ment data over a period of time, with transfers, 
graduates, and discontinuers notaj; or they may 
present membership data as of a given date (e.g., fourth 
Friday of the school term). In either case the report is 
the basis upon which reimbursement to the local 
district is made by the State from tax revenues and is 
subject to State and/or local audit. 

Special State Aid Reports. Many States reimburse 
lo^^al school districts with additional tax funds to meet 
the cost^ of providing special educationa! services to 
children having special educational needs. For example, 
the membership of a physically handicappri child in 
certain States entitles the local school district to an 
additional reimbursement (beyond that discusseed in 
Regular State Aid Reports above) equivalent to one 
additional membership. Similar additional reimburse- 
ment is provided by some States for children who are 
mentally retarded, emotionally distrubed, and/or 
atypical in other ways. In each of these instances, 
certification of the nature, extent, and significance of 
the disability is required in addition to the certification 
for membership discussed above. Th2 school adminis- 
trator responsible for these reports compiles this 
information from the student data system. 

Membership Data. A com^jrehensive student infor- 
mation system generates a comprehensive membership 
report for the use of school administrators by establish- 
ing base line data from initial enrollment data and by 
updating with new data on admissions, attendance, and 
withdrawal. These data become the substance of 
reports submitted to funding anO monitoring agencies 
where membership h an important factor. 

Transfer of Records. A significant use of student 
data occurs when students move from one school, 
school system, or college to another, or progress from 
one school level to another. The timely commu.iication 
o^ information about the student's performance, prog- 
ress, and special considerations in th^ form of tran- 
scripts and other documents can be mo^.t helpful to tiie 
receiving school in properl\ placing and guiding their 
new member. In the students' t)est interest, respori;:* 
bilfty for transferring records should be shared. For 
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example, the high school has the responsibility for 
providing information to a college where a student 
ifKlicates definite intention to enroll; similarly, the 
college has a responsibility for tracking down and 
obtaining needed data not in its files. 

Enrofinwnt Pro/actions. Increasingly, external agen- 
cies are requesting that local school districts indicate 
the expected patterns of future enrollment as plans are 
developed, anticipating future needs for staff, facilities, 
and financing. School administrators use the>r student 
data systems as major means for obtaining projections 
of enrollments. 

School Csnsus. Many local schools and school 
systems take a school census annually, biennially, or 
less frequently. In some instances, these data are 
mandated by State law or regulation. Frequently, these 
data are furnished to State or Federal officials or to 
local administrators as a basis for enrollment projec- 
tions, for recommendations for legislative action, for 
payment of some State funds, and for reports about 
bu*lding and staff needs. 

RESEARCH AND EVALUATION USES 

As accountability in education becomes an ever- 
increasing demand by taxpayers, the role of research 
and evaluation takes on greater significance. Both 
informal and formal evaluation of the curriculum is 
imperative if its effectiveness is to be assei;sed and 
recommendations mf de for its improvement. Research 
and evaluation are important also in the areas of 
student services and in the day-to-day administration 
of school systems. 

Student record systems contain much data which by 
themselves and in combination with other data can 
make significant inputs to the neeeds of students, 
delivery systems especially suited for these needs, and 
procetijres which might appropriately evaluate the 
effects of such systems. For example, membership data 
(including data on reentries, transfers, end discon- 
t luers or dropouts), enrollment projections, and stu- 
dent-staff ratios yield to the researcher clues for 
programs which may have a significant impact on 
education. 

Similarly, student data in the form of achievement 
records, test scores, health records, socio-economic 
data, and information on personal characteristics, 
educational plans, and vocational objectives help the 
researcher identify appropriate changes in curricular 
areas, sugges-'ng how new curricular offerings might 
benefit stuuents and which curricular offerings or 
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instructional techniques can not tonger be justified in 
the educational experiences schools offer. 

Desirable modifications in school safety procedures 
and in the content of instruction may be recognized 
following an analysis of data such as causes of 
school -related injuries (e.g., ^al! on playground, assault 
by other student, injury in physical education class or 
interscholastic athletics, and schoolbus accident) and 
the causes of student deaths (e.g., automobile accident, 
drug overdose, drowning, and struck by automobile en 
route to school). 



The function of the researcher is to work coopera- 
tively with persons actively engaged in the areas of 
curriculum, instruction, student services, and adminis- 
tration to monitor the effectiveness of existing pro- 
grams and services and to point the way toward 
improvement in these areas. The contribution of a 
student data system to these functions is basic. 

As indicated in the above paragraphs, all major 
classifications of student information items are re- 
quired by the various school staff members for the 
effective performance of th'.ir work. 
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Appendix D 

STATES OF THE UNITED STATES WITH THEIR ASSIGNED CODES* 



NAME 


AMN6VIATION 


CO0€ 


NAME 


AUREVIATION 


CODE 


ALABAMA 


AL 


01 


MISSOURI 


MO 


29 


ALASKA 


AK 


0? 


MONTANA 


MT 


30 


ARIZONA 


AZ 


04 


NEBRASKA 


NE 


31 


ARKANSAS 


AR 


05 


NEVADA 


NV 


32 


CALIFORNIA 


CA 


06 


NEW HAMPSHIRE 


NH 


33 


COLORADO 


CO 


08 


NEW JERSEY 


NJ 


34 


CONNECTICUT 


CT 


09 


MEW MEXICO 


MM 


35 


DELAWARE 


DE 


10 


NEW YORK 


NY 


36 


DISTRICT OF COLUMBIA 


DC 


n 


NORTH CAROLINA 


NC 


37 


FLORIDA 


FL 


12 


NORTH DAKOTA 


ND 


38 


GEORGIA 


GA 


13 


OHIO 


OH 


39 


HAWAII 


HI 


15 


OKLAHOMA 


OK 


40 


IDAHO 


ID 


16 


OREGON 


OR 


41 


ILLINOIS 


It 


17 


PENNSYLVANIA 


PA 


42 


INDIANA 


IN 


18 


RHODE ISLAND 


Rl 


44 


IOWA 


lA 


19 


SOUTH CAROLINA 


SC 


45 


KANSAS 


KS 


20 


SOUTH DAKOTA 


SD 


46 


KENTUCKY 


KY 


21 


TENNESSEE 


TN 


47 


LOUISIANA 


LA 


22 


TEXAS 


TX 


48 


MAINE 


ME 


23 


UTAH 


UT 


49 


MARYLAND 


MO 


24 


VERMONT 


VT 


5r 


MASSACHUSETTS 


MA 


25 


VIRGINIA 


VA 


51 


MICHIGAN 


Ml 


26 


WASHINGTON 


WA 


S3 


MINNESOTA 


MN 


27 


WEST VIRGINIA 


WV 


54 


MISSISSIPPI 


MS 


28 


WISCONSIN 


Wl 


55 








WYOMING 


WY 


56 



NOTE Th» iollowina codti f rturvtd for pouiblt future uie in identifviiifl Am»rie»n S*mo« (03), C«nt) Zoot (071, Gmm (14), Pu»r. j Rico (43), tnd 
Virgm IdvKlt (S2). 



'SOURCE; Ftitnl Infommtion Prpcmting Smtkrdt PublicMtion S'1. National Bureau of Standard!, June 15, 1970, 
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Table 1.— Countries. Dependencies, and Areas of Special Sovereignty With Their Assigned Codes (sequenced by name) 



NAME 



CODE 



SCOPE NOTE 



AFGHANISTAN 

ALBANIA 

ALGERIA 

AMERICAN SAMOA 
ANDORRA 
ANGUILLA 
ANGOLA 

ANTARCTICA 



ANTIGUA 
ARGENTINA 

ASHMORE AND CARTIER ISLAND- 
AUSTRALIA 
AUSTRIA 
BAHAMAS 

BAHRAIN 
BANGLADESH 
BARBADOS 
BELGIUM 
BELIZE 
BERMUDA 
BHUTAN 
BOLIVIA 
BOTSWANA 
BOUVET ISLAND 
BRAZIL 



AF 
AL 
AG 
AQ 
AN 
AV 
AO 

AY 



AC 
AR 
AT 
AS 
AV 
BP 

BA 
BG 
BE 
BE 
BH 
BD 
BT 
BL 
BC 
BV 
BR 



U.S. territory in the Pacific. 



U.K. dependency. 

Portuguese overseas province: includes exclave of 
Cabinda. 

The U.S. does not recognize aovereignty, but territorial 
limits may be noted by listing the unclaimed lector 
and the claimed aecton: Argentina, Auatralia, Chile, 
France. New Zealand, Norway, and the United 
Kingdom. 

U.K. associated slate: includes Barbuda and Redonda. 



Australian territory. 
Includes Macquarie Island. 



Excludes Turks and Caicos Islands which is a U.K. 
colony. 



U.K. colon: 
U.K. colony. 



Norwegian territory. 

Includes Atol^as Rocas, Arquipelago de Fernando de 
Noronha, Ilha da Trinidade, Ilhas Martin Vaz, and 
Penedos de Sao Pedro e Sao Paulo. 
*SOURCE: Fedtr»l t'nformatiott Proemslng St. }d»rdt FubifctHon 10. National Bureau of Standards. 1970. Modified June 1974 
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Table 1.-Countrie^ D6pand«nei««. wxi Arsat of Spadal Sovsfeignty With Their Atsignad Codes. (Mquanced by 
name)— Continued 



NAME 



CODE 



SCOPE NOTE 



BRITISH INDIAN OCEAN TERRITORY 
BRITISH SOLOMON ISLANDS 

BRITISH VIRGIN ISLANDS 

BRUNEI 

BULGARIA 

BURMA 

BURUNDI 
CAMBODIA 
CAMEROON 
CANADA 
CANAL ZONE 

CANTON AND ENDERBURY ISLANDS 
CAPE VERDE 

CAYMAN ISLANDS 

CENTRAL AFRICAN REPUBLIC 

CHAD 

CHILE 

CHINA, PEOPLES REPUBLIC OF 
CHINA, REPUBLIC OF 

CHRISTMAS ISLAND 
COCOS (KEELING) ISLANDS 
COLOMBIA 

COMORO ISLANDS 

CONGO 

COOK ISLANDS 



10 
BP 

VI 

BX 
BU 
BM 
BY 
CB 
CM 
CA 
PQ 
EQ 
CV 

CJ 

CT 
CD 

CI 

CH 
TW 

KT 
CK 
CO 

CN 

CP 

cw 



Colony: includes Chagos Archipelago* Farquhar Atoll, 
Aldabra Islands, and He Desrochei. 

U.K. Protectorate: Includes southern Solomon Islands, 
primarily Guadalcanal, Malaita, Saa Cristobal, Santa 
Isabel, Choiseul. Northern Solomon Iilanda constitute 
part of Papua New Guinea. 

Officially, Colony of the Virgin Islands: ineludes Ane- 
gada, Joat Van Dyke, Tortola, and Virgin Gorda. 

U.K. protected state. 



Officially: Khmer R«tpublic. 



Territory in Panama leased by U.S. 

Under common U.S.-U.K. administration. 

Portuguese overseas province: includ«8 Boa Vista, 
Brava, Fogo, Maio, Sal, Santo AnUo, Sao Nicolau, 
Sao Tiago, and Sao Vicente. 

U.K. dependency: includes Grand Cayman, Cayman 
Brae, and Little Cayman. 



Includes Easter Island, Islas Juan Fernandez, Islas San 
Felix, and Isla Sala y Gomez. 

Includes Hainan Island, Inner Mongolia, Manchuria, 
Sinkiang, and Tibet. 

Present administration includes island of Taiwan (For- 
mosa) and P'eng-hu (Pescadores) as well an email 
islands aloag the mainland coast. 

Australian dependency in the Indian Ocean. 

Australian dependency. 

Includes San Andrea:! y Providencia, isla do Malpelo, 
Roncador Cay, and Serrana and Seiranilla banks. 

French overseas territory: includes Anjouan, Grande 
Comore, Mayotte, Moheli, and other smaller islands. 



New Zealand associated state- includes the atolls of 
Danger, Manahiki, Penrhya, and Rakahanga which 
the U.S. claims. 
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Table 1-Countries, Dependencies, and Areas of Special Sovar^Hgnty With Their Assigned Codes {sequenced by 
namel-Continued 



NAME 



CODE 



SCOPE NOTE 



CORAL SEA ISLANDS TERRITORY 

COSTA RICA 

CUBA 

CYPRUS 

CZECHOSLOVAKIA 
DAHOMEY 
DENMARK 
DOMINICA 

TiiOMINICAN REPUBLIC 

ECUADOR 

EGYPT 

EL SALVADOR 
EQUATORIAL GUINEA 

ETHIOPIA 

FAEROE ISLANDS 

FALKLAND ISLANDS (ISLAS 
MALVINAS) 

FIJI 

FINLAND 
FRANCE 

FRENCH GUIANA 
FRENCH POLYNESIA 



FRENCH SOUTHERN AND 
ANTARCTIC LANDS 



FRENCH TERRITORY OF 
AFARS AND ISSAS 

GABON 

GAMBIA 

GAZA STRIP 



CR 

CS 
CU 
CY 
CZ 
DM 
DA 
DO 
DR 
EC 
EG 
ES 
EK 

ET 
FO 
FA 

FJ 
FI 
FR 
FG 
FP 

FS 



Australian territory: includes Cato Island and Dia- 
iwn J, Corinsa and Willis islets. 

Includes Cocoa Island. 



Includes BornhMm island. 
U.K. associated state. 

Includes Galapaffoa Islands (Archipielago de Colon). 



Comprises Rio Muni and the islands of Macias Ngruema 
Biyogo, Pairalu', Coriscrt, and Elobeys. 



Part of the Danish realm. 

U.K. colony claimed by Arf^cntina: includes West Falk- 
land, Eaht Falkland, South Georgia, and South Sand- 
wich islands. 

I:, eludes Viti Levu, Vanua Levu, and Rotuma islands. 



Oven-seas department. 

Overseas territory: includes the Society Islands, Tua- 
motu Archipelago, Marquesas Islands, the lies Aus- 
trales and Clipperton Island. 

Overseas territory: includes Amsterdam, St. Paul. Ker- 
jruelen, and Crozet islands. Terre Adelie (French 
claimed-scctor of Antarctica) is not included in this 
entity but rather, see ANTARCTiCA. The U.S. does 
not rpcojrnize sovereignty in Antarctica, therefore 
Terre Adelie is excluded from this entity. 

FT Overseas territory. 



GB 
GA 

GZ Part of former Palestine mandate: includes city ■<f 
Caza and environs bounded by the Mediterranean, 
Efrypt and Israel. 
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Tabid l.-Countrieik Dependsncifts, and Areas of Special Sovereignty With Their Assigned Codes (sequenced by 
name)— Continued 



NAME 



CODE 



SCOPE NOTE 



GERMAN DEMOCRATIC REPUBLIC 
GERMANY. BERLIN 



GERMANY, FEDERAL REPUBLIC OF 

GHANA 

GIBRALTAR 

GILBERT AND F'XICE ISLANDS 



GREECE 
GREENLAND 
GRENADA 
GUADELOUPE 



GUAM 

GUATEMALA 
GUINEA 
GUYANA 
HAITI 

HEARD ISLAND AND 
MCDONALD ISLANDS 

HONDURAS 

HONG KONG 

HUNGARY 

ICELAND 

INDIA 



INDONESIA 

IRAN 

IRAQ 



GC 
WB 



GE 
GH 
GI 

GK 



GR 
GL 
GJ 
GP 



GQ 
GT 
GV 
GY 
HA 
HM 

HO 
HK 
HU 
IC 
IN 



ID 
IR 
IZ 



Includes for data purposes only the American. British 
and French sectors. Data on Esst Berlin (the Soviet 
sector) is included within the statistical material 
for German Democratic Republic. 



U.K. colony. 

U.K. colony, which includtJi the Gilbert Islands, EUice 
Islands; Fannini? AtoU and Washinjicton Island in 
the Line Islands: Ocean Island; and those islands 
claimed by the U.S.: Christmas, Caroline, Flint, Mai- 
den, Starbuck, and Vostok in the Line Islands; Funa- 
futi, Nukufctau, Nukulailai, and Nurakita in the El- 
lice Islands; and Birnie, Gardner, Hull, McKean, 
Phoenix and Sydney in the Phoenix Islands. 



Danish dependency. 

Includes the southern Grenadine islands. 

French overseas department: includes Grande-Tcrre, 
Basse-Tcrrc, lies des Saintes, lies de la Petite Terre, 
La Desirade, He Saint-Barthelcmy, Marie-Galante 
and northern St. Martin. 

U.S. territory. 



Australian territory. 

Includes Swan Islandi. 
U.K. colony. 



Includes the Amindivi, Laccadive, Minicoy, Andaman, 
and Nicobar islands. Also de facto: Goa, Damao. 
Diu, and Indian administered Jammu and Kashmir. 
Excludes Sikkim and Bhutan. 

Includes Irian Jaya (".Vest New Guinea). 
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Tablft l.-Countries, Depandancies, and Areas of Special Sovereignty With T^«ir Assigned Codes (laquenced by 
name)— Continued 



NAME 



CODE 



SCOPE NOTE 



ERIC 



IRAQ-SAUDI ARABIA 
NEUTRAL ZONE 

IRELAND 

ISRAEL 

ISRAKL-JORDAN 

DEMILITARIZED ZONES 



ISRAEL-SYRIA 

DEMILITARIZED ZONES 

ITALY 

IVORY COAST 
JAMAICA 
JAN MAYEN 
JAP.-VN 

JOHNSTON ATOLL 

JORDAN 

KENYA 

KOREA. NORTH 

KOREA, REPUBLIC OF 

KUWAIT 

LAOS 

LEBANON 

LESOTHO 

LIBERIA 

LIBYA 

LIECHTENSTEIN 
LUXEMBOURG 
MACAO 
MADAGASCAR 
MALAWI 
MALAYSIA 
MALDIVES 
MALI 
MALTA 



lY 

EI 
IS 
IW 



lU 

IT 

IV 
JM 
JN 
JA 

JQ 
JO 
K£ 
KN 

KS 
KU 
LA 
LE 
LT 
LI 
LY 
LS 
LU 
MC 
MA 
MI 
MY 
MV 
ML 



Excludes Northern Ireland. 

Within the armistice !im-s f>f 1949 and 1960. 

Includes the no-mans-lands between Israel and Jordan; 
the Area-between-the-Lines (ABL) in and around 
Jerusalem; and Mt. Scopus enclave created by the 
1949 armistice agreement. 

Includes the three demilitarized zones created by the 
1949 armistice agreement. 



'includes Morant Cays and Pedro Cays. 
Norwegian territory. 

Includes Ryukyu, Bonin, and Volcano islands, and the 
islands of Minami-Tori-shima, Nishino-shima, and 
Okino-Tori-shima. 

U.S. territory. 



Also known as "Democratic People's Republic of Ko- 
rea." Regime not recognized by the U.S. 



Portuguese overseas province. 
Officially, Malagasy Republic. 
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Tabl« 1.-Countrie«, '^ependem.lei; and Areas of Spacial Soveraignty With Their Assignad Codes (sequenced by 
nani^l-Continusd 



NAME 



CODE 



SCOPE NOTE 



MARTINIQUE 
MAURITANIA 
MAURITIUS 

MEXICO 

MIDWAY ISLANDS 
MONACO 
MONGOLIA 
MONTSERRaT 

MOROCCO 

MOZAMBIQUE 

NAURU 

NAVASSA ISLAND 
NEPAL 

NETHERLANDS 
NETHERLANDS ANTILLES 

NEW CALEDONIA 

NEW HEBRIDES 

NEW ZEALAND 

NICARAGUA 

NIGER 

NIGERIA 

NIUE 

NORFOLK ISLAND 

NORWAY 

OMAN 

PAKISTAN 

PANAMA 

PAPUA NEW GUINEA 



PARACEL ISLANDS 
PARAGUAY 



MB 
MR 

MP 

MX 
MQ 

MN 
MG 
MH 

MO 

MZ 

NR 
BQ 
NP 
NL 
NA 

NC 

NH 
NZ 
NU 
NO 
NI 
NE 
NF 
NO 
MU 
PK 
PN 
PP 



PF 
PA 



French ovjracas province. 



Includes Rodriguea and Agalega islands and Carj^ados 

Carajos Khnals. 



U.S. territory. 

U.K. colony. 
Includes Ifni. 

Portuguese overseas province. 
U.S. territory. 



Part of Netherlands realm: included Aruba, Bonaire, 
Curacao. Saba, Sint Euatatiua and southern St. 
Martin. 

French overseas territory: includes lie des Pins, Loy- 
alty Islands, He Huon, lies Belep, Isles Chester- 
field, and He Walpolc-. 

Anglo-French condominium. 

Includes Stewart, Chatham, and Kermadec islands. 
Includes Com Islands. 



New Zealand territory. 
Australian territory. 
Excludes Svalbard and Jan Mayen. 
Includes Kuria Muria Islands. 

Includes Pakistani administered Jammu and Kashmir. 
Excludes Canal Zone. 

Australian territory: includ'<;s the Bismarck, and Lou- 
isiade archipelapros. and Admiralty. D'Entrecasteaux, 
northern Solomon (Boufrainville Buka, etc.), ji.ad 
Trobriand islands, and the islands of New Britain, 
New Ireland, Woodlark, and associated isl .nds. 

Disputed islands in the South China Sea. 
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Tabto 1. -Countries, Dapendencies, and Areas of Special Sovereignty With Their Assigned Codes (sequenced by 
reune)— Continued 



NAME 



CODE 



PERU 

PHILIPPINES 
PITCAIRN ISLAND 

POLAND 

PORTUGAL 

PORTUGUESE GUINEA 
PORTUGUESE TIMOR 
PUERTO RICO 
QATAR 
REUNION 

ROMANIA 
RWANDA 

ST. CHRISTOPHER-NEVIS- 
ANGUITLA 

ST. HELENA 

ST. LUCIA 

ST. PIERRE AND MIQUELON 
ST. VINCENT 

SAN MARINO 

SAO TOME AND PRI.VCIPE 
SAUDIA ARABIA 
SENEGAL 
SEYCHELLES 

SIERRA LEONE 
SIKKIM 
SINGAPORE 
SOMALIA 
SOUTH AFRICA 

SOUTHERN RHODESIA 



SCOPE NOTE 



pr 

HP 
PC 

PL 

PO 
PU 
PT 
RQ 
QA 
RE 

RC 
RW 
SC 

SH 

ST 
SB 
VC 

SM 
TP 
SA 
SG 
SE 

SL 
SK 
SN 
SO 
SP 



U.K. colony: includes Henderson Island and Ducie and 
Oeno atolls. 

Includes DanziR and de facto areas of 1937 Germany 
east of the Oder-Neisse Line. 

Includes the Azores and Madeira islands. 

Overseas province. 

Overseas pmvince: includes the exclave of Oe-Cu8si. 
Commorwealth associated with the U.S. 



French overseas department" includes He Europa, 
Bassas da India, He Juan de Nova, lies Glorieusea, 
and He Tromelin. 



U.K. associated state: also called St. Kltts. Aniruilla 
is technically still part of the country name although 
it is now administratively separate. 

U.K. colony: includes Ascension, Gousrh, Inaccessible, 
Nifrhtingale, and Tristan da Cunha islands. 

U.K. associated state. 

Flench overseas territory. 

U.K. associated state: includes northern Grenadine 
islands. 



PortutfUv^se overseas province. 



U.K. colony: includes Alphonse, Bijoutier, and Francois 
islands; St. Pierre Islet; Cosmoledo Group, and the 
Amirante Isles. 



Protectorate of India. 



Includes Walvis Bay. and Marion, and Prince Edward 
islands. 



RH 



U.K. colony. 
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T«bki l.-Countries. DepandanciM, and Araas of SpocisI Sovereignty v;ith Thair Assigned Codas (saquancad by 
nama) — Continuad 



NAME 



CODE 



SCOPE NOTE 



SOUTH-WEST AFRICA 
SOVIET UNION 

SPAIN 

SPANISH NORTH AFRICA 

SPANISH SAHARA 
SPRATLY ISLANDS 
SRI LANKA 
SUDAN 
SURINAM 
SVALBARD 

SWAZILAND 

SWEDEN 

SWITZERLAND 

SYRIA 

TANZANIA 

THAILAND 

TOGO 

TOKELAU ISLANDS 
TONGA 

TRINIDAD AND TOBAGO 

TRUST TERRITORY OF THE 
PACIFIC ISLANDS 

TUNISIA 

TURKEY 

TURKS AND CAICOS ISLANDS 
UGANDA 

UNITED ARAB EMIRATES 



UNITED KINGDOM 



WA 
UB 

SP 

ME 

SS 
PG 
CE 
SU 
NS 
RV 

WZ 

SW 

sz 

SY 
TZ 
TH 
TO 
TL 

TN 
TD 
TQ 

TS 
TU 
TK 
UG 
TC 

UK 

196 



Interr «wiona] territorv. Also railed Namibia. 

Includes the de farto rxeas of Estonia, Latvi:. Lith- 
uania, southerr. Kuril Island**, Habomai Islands, 
southern Sakhalin, and northern East Prussia. 

Includes the Balearic \nd Canary islands. Excludes 
Ceuta, Melilla, Islas Chafarinas. Penon de Alhucemas, 
and Penon de Velez de la Gomera (see SPANISH 
NORTH AFRICA). 

Includes Ceuta, McIilla, Islas Chafarinas, Penon de 
Alhuecemas, and Penon de Velez de la Gomera. 

Province in Africa. 

Disputed islands in the South China Sea. 



Part of the Netherlands realm. 

Norweprian territory: includes Spitsbergen and Bear 
Island. 



New Zealand territory claimed by the U.S.: includes 
Atafu, Fakaofu, and Nukunono atolls. 



U.S. administered: includes Caroline, Mariana, and 
Marshall island i^roups. 



U.K. colony. 



Includes Abu Dhabi, Dubai, Sharjah, Ajman, Umm al 
Qaiwain, Ras al Khaimah, and Fujairah. 

Includes Orkney, Shetland, and Channel islands and 
the Isle cf («ian. 
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Tabid 1, -Countries. Dapend«neies. and Areas of Special Sovereignty With Their A»isned Codes (sequenced by 
nante)— Continued 



NAME 



CODE 



SCOPE NOTE 



UNITED STATES 

UNITED STATES MISC. 
PACIFIC ISLANDS 

UPPER VOLTA 

URUGUAY 

VATICAN CITY 

VENEZUELA 

VIET-NAM. NORTH 

VIET-NAM. REPUBLIC OF 

VIRGIN ISLANDS 
WAKE ISLAND 
WALLIS AND FUTUNA 

WESTERN SAMOA 
YEMEN (ADEN) 
YEMEN (SAWA) 
YUGOSLAVIA 
ZA rRE 
ZAmBIA 



U.^ 
IQ 

UV 
UY 
VT 
VE 
VN 

VS 

VQ 
WQ 
WF 

WS 
YS 
YE 
YO 
CO 
ZA 



Fifty states and the District of Columbia, 

Outlyintr areas: includes Kinfrman Reef, B&ker, How- 
land, and Jarvis islands, and Palmya Atoll. 



Also known as "The Democratic People's Republic of 
'■■'iet-Nam." Regime net recopnized by the O'.S. 



U.S. territory. 
U.S. territory. 

French overseas territory, includes lies de Tlorne, He 
Uvea, and He Alofi. 



Includes islands of Kamaran, Periin, and Socotru. 



NOTE. All naimd •ntrio* with the letter "Q" at th« second character of their codes ere outlyinfl ereas of the United States. 
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Table Z-Countriss, Dapandancts^ snd Araas of Special Sovaraignty Wit^ Their AKigned Codas (saquancad by coda) 



CODE 



NAME 



CODE 



NAME 



AC 


ANTIGUA 


AP 


AFGHANISTAN 


AG 


ALGERIA 


AI 


ALBANIA 


AW 


ANDORRA 


AC 


ANGOLA 


AQ 


AMERICAN SAMOA 


AR 


ARGENTINA 


AS 


AUSTRALIA 


AT 


ASHMORE AND CARTIER ISLANDS 


AU 


AUSTRIA 


AV 


ANGUILLA 


AY 


ANTARCTICA 



B 

BA BAHRAIN 

BB BARBADOS 

BC BOTSWANA 

BD BERMUDA 

BE BELGIUM 

BP BAHAMAS 

BG BANGLADESH 

BH BELIZE 

BL BOLIVIA 

BM BURMA 

BP BRITISH SOLOMON IS! ANDS 

BQ NAVASSA ISLAND 

ilT BHUTAN 

«U BULGARIA 

BV BOUVET ISLAND 

BX BRUNEI 

BY BURUNDI 



CA CANADA 

CB CAMBODIA 

CD CHAD 

CE SRI LANKA 

CF CONGO 

CG ZAIRE 

CH CHINA. PEOPLES REPUBLIC OF 

CI CHILE 

CJ CAYMAN ISLANDS 

CK COCOS (KEELING) ISLANDS 

CM CAMEROON 

CN COMORO ISLANDS 

CO COLOMBIA 

CR CORAL SEA ISLANDS TERRITORY 

CS COSTA RICA 

CT CENTRAL AFRICAN REPUBLIC 

CU CUBA 

CV CAPE VERDE 

CW COOK ISLANDS 

CY CYPRUS 

CZ CZECHOSLOVAKIA 



DA 
DM 

DO 
DR 



EC 

EG 

EI 

EK 

EQ 

ES 

ET 



FA 

FG 

FI 

FJ 

FO 

FP 

FR 

FS 



GA 

GB 

GC 

GE 

GH 

GI 

GJ 

GL 

GN 

GP 

GQ 

GR 

GT 

GV 

GY 

GZ 



HA 
HK 
HM 

HO 
HU 



D 

DENMARK 
DAHOMEY 
DOMINICA 

DOMINICAN REPUBLIC 
E 

ECUADOR 

EGYPT 

IRELAND 

EQUATORIAL GUINEA 

CANTON AND ENDERBURY ISLANDS 

EL SAI VADOR 

ETHIOPIA 

F 

FALKLAND ISLANDS 
(ISLAS MALVINAS) 
FRENCH GUIANA 
FINLAND 
FIJI 

FAEROE ISLANDS 
FRENCH POLYNESIA 
FRANCE 

FRENCH SOUTHERN AND ANTARCTIC 
LANDS (excluding Terre Adelie) 

FRENCH TERRITORY OF 
AFARS AND ISSAS 



GAMBIA 
GABON 

GERMAN DEMOCRATIC REPUBUC 

GERMANY, FEDERAL REPUBLIC OF 

GHANA 

GIBRALTAR 

GRENADA 

GREENLAND 

GILBERT AND ELLICE ISLANDS 

GUADELOUPE 

GUAM 

GREECX 

GUATEMALA 

GUINEA 

GUYANA 

GAZA STRIP 



HAITI 

KONG KONG 

HEARL ISLAND AND McDONALD 

ISLANDS 
HONDURAS 
HUNGARY 



ERIC 



IC 
ID 

li?8 



ICELAND 
INDONESIA 
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T«bto 2.>Countries. Oepsndendss^ and Areas Spadai Sovereignty With 1 hair Asignad Codas (laquencad by 
coda) —Continued 



CODE 



NAME 



CODE 



NAME 



IN 
10 
IQ 

IR 
IS 
IT 
lU 

IV 
IW 

lY 
IZ 



JA 
JM 
JN 
JO 
JQ 



KE 
KN 
KS 
KT 
KU 



LA 

LE 

LI 

LS 

LT 

LU 

LY 



MA 

MB 

MC 

ME 

MG 

MH 

MI 

ML 

MN 

MO 

MP 

MQ 

MR 

MT 

MU 

MV 

MX 



INDIA 

BRITISH INDIAN OCEAN TERRITORY 
UNITED STATES MISC. 

PACIFIC ISLANDS 
IRAN 
ISRAEL 
ITALY 

ISRAEL-SYRIA DEMILITARIZED 

ZONES 
IVORY COAST 

ISRAEL-JORDAN DEMILITARIZED 
ZONES 

IRAQ SAUDI ARABIA NEUTRAL ZONE 
IRAQ 



JAPAN 
JAMAICA 
JAN MAYEN 
JORDAN 

JOHNSTON ATOLL 
K 

KENYA 

KOREA, NORTH 
KOREA, REPUBLIC OF 
CHRISTMAS ISLAND (Indian Ocean) 
KUWAIT 



LAOS 

LEBANON 

LIBERIA 

LIECHTENSTEIN 
LESOTHO 
LUXEMBOURG 
LIBYA 

M 

MADAGASCAR 

MARTINIQUE 

MACAO 

SPANISH NORTH AFRICA 

MONGOLIA 

MONTSERRAT 

MALAWI 

MALI 

MONACO 

MOROCCO 

MAURITIUS 

MIDWAY ISLANDS 

MAURITANIA 

MALTA 

OMAN 

MALDIVES 

MEXICO 



MY 
MZ 



NA 

NC 

NE 

NF 

NG 

NH 

NI 

NL 

NO 

NP 

NR 

NS 

NU 

NZ 



PA 
PC 
PE 
PF 
PG 
PK 
PL 
PN 
PO 
PP 

PQ 
PT 
PU 



QA 



RE 
RH 
RO 
RP 
RQ 
RW 



SA 
SB 

SC 
SE 
SF 
8G 
SH 
SK 

199 



MALAYSIA 
MOZAMBIQUE 



N 



NETHERLANDS ANTILLES 
NEW CALEDONIA 
NIUE 

NORFOLK ISLAND 
NIGER 

NEW HEBRIDES 

NIGERIA 

NETHERLANDS 

NCRWAY 

NEPAL 

NAURU 

SURINAM 

NICARAGUA 

NEW ZEALAND 



PARAGUAY 
PITCAIRN ISLAND 
PERU 

PARACEL ISLANDS 

SPRATLY ISLANDS 

PAKISTAN 

POLAND 

PANAMA 

PORTUGAL 

PAPUA NEW GUINEA 

CANAL ZONE 

PORTUGUESE TIMOR 

PORTUGUESE GUINEA 



QATAR 



SOUTHERN RHODESIA 
ROMANIA 
PHILIPPINES 
PUERTO RICO 
RWANDA 



SAUDI ARABIA 

ST. PIERRE AND MIQUELON 

ST. CHRISTOPHER-NEVIS-ANGUILLA 

SEYCHELLES 

SOUTH AFRICA 

SENEGAL 

ST. HELENA 

SIKKIM 
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Tabte 2.~Counlri««, Dopendenciss, and Araas of Special Sovaraignty With Their Assigned Codes (sequenced by 
eod«)--Continuad 



CODE 



SL 
SM 
SN 
SO 
SP 

ss 

ST 

SU 

SV 

SW 

SY 

SZ 



TC 
TD 
TH 
TK 
TL 
TN 
TO 
TP 
TQ 

TS 
TU 
TW 
TZ 



NAME 



CODE 



NAME 



SIERRA LEONE 
SAN MARINO 
SINGAPORE 
SOMAUA 
SPAIN 

SPANISH SAHARA 

ST. LUCIA 

SUDAN 

SVALBARD 

SWEDEN 

SYRIA 

SWITZERLAND 



UNITED ARAB EMIRATES 
TRINIDAD AND TOBAGO 
THAILAND 

TURKS AND CAICOS ISLANDS 
TOKELAU ISLANDS 
TONGA 
TOGO 

SAO TOME AND PRINCIPE 
TRUST TERRITORY OF THE 

PACIFIC ISLANDS 
TUNISIA 
TURKEY 

CHINA, REPUBLIC OF 
TANZANIA 



U 

UG UGANDA 

UK UNITED KINGDOM 

UR SOVIET UNION 

US UNITED STATES 

UV UPPER VOLTA 

UY URUGUAY 

V 

VC ST. VINCENT 

VE VENEZUELA 

VI BRITISH VIRGIN ISLANDS 

VN VIET-NAM, NORTH 

VQ VIRGIN ISLANDS (U.S.) 

VS VIET-NAM, REPUBLIC OF 

VT VATICAN CITY 

W 

WA SOUTH-WEST AFRICA 

WB GERM\NY, BERLIN 

WF WALLIS AND FUTUNA 

WQ WAKE ISLAND 

WS WESTERN SAMOA 

WZ SWAZILAND 

Y 

YE YEMEN (SAN'A) 

YO YUGOSLAVIA 

YS YEMEN (ADEN) 



ZA ZAMBIA 
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Codes and Definitions for Entries and Withdrawals, as included 
in the 1964 version of Handbook V, 
Pupil Accounting for Local and State School Systems 

The codes which follow are included for the benefit of those school systems electing to continue the 1964 codes 
rather than change to the concept of continuous student accountino described on page 68 of this handbo-jk. 



5110.10 TYPE OF ORiGINAL ENTRY 



51 10.1 1 Original Enoy for the United States (El)- A pupil who for the first time in the United States or its 
outlying areas enters either a public or nonpLbiic elementary or secondary school during the regular 
school term for which the report is made. 

51 1 0.1 2 Original Entry Transferred From Another State (E2}-An entering (: upil who previously has entered a 
public or nonpublic elementary or secondary school in another State during the regular school term 
for which the report is made, and who has not previously entered a school in this State during this 
regular school term. 



51 1 0.20 TYPE OF REENTRY 



51 10.21 Reentry From Within the Same School fR1)-A pup I received from another room within the same 
elementary or secondary school. (This applies only where homeroom registers are kept and is used in 
situations in which the pupil's name has imrx transferred from one homeroom register to another 
because of ^ transfer, promotion, or demotion within the same school.) 

51 1 0.22 Reentry From a Public Schwl in the Same Local Administrative Unit (R2)-A pupil received from a 
public school, located in the same local administrative unit, which he entered earlier in the current 
regular school term. 

5110.23 Reentry From a Nonpublic School in the Same Local Administrative Unit (R3)-A pupil received 
from a nonpublic school, located in the same local administrative unit, which he entered earlier in the 
current regular school term. 

51 1 0.24 Reentry From a Public School in the State, but Outside the Local Administrative Unit (R^)-A pupil 
received from a public school, located in the same State but outside the local administrative unit, 
which he entered earlier in the current regul jr school term. 

51 10.25 Reentry From a Nonpublic School in the State, but Outside the Local Administrative Unit (R6)-A 
pupil received from a nonpublic school located in the same St&te but outside the (ocal administrative 
unit, which he entered earlier i.i the current regular school term. 

51 1 0.26 Reentry From the Same Room in the Same School After Withdrawal or Discharge (R6)-A pupil who 
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returns to the same room in the same school after withdrawal or discharge from this room earlier in 
the current regular school term, and who has not entered any other school during the intervening 
period. 

6110.27 Reentry From Another St^ta or Country fR7}--A pupil received directly from a school in another 
State or country who previously entered a school in this State during the current regular school term. 

5110.90 OTHER ENTRY 

This heading includes any pupil who. enters an elementary or secondary school during the summer 
school term or enters a junior college or an adult education instructional organization. If a more detailed 
classification is desired, such a pupil may be further classified under this heading in a manner similar to 
that presented in items 5110.10 and 51 10.20. 



5410 TRANSFER 

541 0. 1 0 Trmsfer Within the Same School (TV 



5410.20 Transfer to a Public School or Other Instruction Under Public School Supervisiort in the Same Local 
Administrative Unit fT2) 



5410.30 Transfer to a Ni>npubl^ !^ ^400f Located Within the Same Local Administrative Unit fT3) 



5410.90 Transfer to a School Outside tiw Lc^l Administrative Unit (T4) 



5420 COMPLETION OF SCKOOLWORK 

5420.10 Graduated From High School or Junior College (Ct) --The pupil receives a diploma or degree as 
formal recognition ^or the successful completion of a high school or junior college prog^^am of 
instruction. 



5420.90 Completed Other Schoolvvork (C2l-T\\e pupi! completes school in an approved manner other than 
that included under item 5420.10 above and receives a certificate of attendance or a certificate of 
completion, gains recognition for work as a high school postgraduate, is accepted for early admission 
to a college or university, or receives other recognition. A pupil receiving a high school equivalenc/ 
diploma or a high school equivalency certificate is not considered as a withdrawal and theiefore is not 
included under this item; however, the awarding of such a diploma or certificate should be recorded 
under item 6150.20. 



5430 DROPOUT 

5430.10 Dropped^The pupil left school before graduation or completion of a program of studies and without 
transferring to another school. 

5432 Reason for Dropping Out 

5432.01 Physical illness (D 1)-Jhe pupil left school because of a physical illness. 



5432.02 Physical Disability (D2)-ThH pupil was excused from school attendance because of a physical 
impairment or handicap of a permanent or semipermanent nature. 

5232.03 Mental Illness (D3)-The pupil was excused or required to leave school because of a mental illness. 



5432.04 



Mental Disability (D4f^7he pupil was excused from school attendance because of insufficient 
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mental ability for successful participation in the educational program of the school system. 

5432.05 Betm^ioral Difficulty (DSf -ThQ pupil was required to withdraw from school because of behavioral 
difficulty. 

5432.06 Academic Difficulty {D6)-The pupil left school or was required ♦o leeve because of academic 
difficulty. 

5432.07 Lack of Appropriate Curriculum (07)- The pupil left school because the curriculum was not 
appropriate for his needs. 

5432.08 Poor Pupit-Staff Relationships (D8)-The pupil left school because of poor relationships with 
schoo! staff. 

5432.09 Poor Relationships with Fellow Pupils (D9}-Jhe pupil left school because of poor relationships 
with fellow pupils. 

5432.10 Dislike of School Experience fDW}~The pupil left school because of an active dislike of one or 
more aspects of his school experiences, other than those expressed in item 5432.06 through 
5432.09. Any such area of dislike should be specified. 

5432.1 1 Parental Influence (Oll)-Jhe pupil left school as a result of parental encouragement to do so. 

5432. 1 2 Need at Home (D 12}-lhe pupil left school to help w ith work at bone. 

5432.13 Economic Reasons (D13}-The pupil left school because of economic reasons, including inability 
to pay ochool expenses and inability of parents to provide suitable clothing. 

5432.14 Employment (D 14) -The pjpil left school to seek or accept employment including employment 
required to support parants or other dependents. 

5432.15 Marriage (01 5} --The pupil left school because of marriage. 

5432.16 Pregnancy (D16)-The pupil left school or was required to leave because of pregnancy. 

5432.17 Other Xnown Reason (D17)-The pupil left school or was required to lea^e for some known 
reason, other than those of items 5432.01 to 5432.16. Any such reason should be specified, e.g., 
no school available, and excessive distance from home to school or schootbus route. 

5432.18 Reason Unknown fD18)-The pupil left school for a reason which is not known. 

5432.19 New Residence, School Status Unknown fP 19) -The pupil left school upon moving to a new 
residence, as indicated under items 5433.02 \o ^33.09; it is not known if he entered a new school. 

5440 DEATH 

5440. 1 0 Death of Pupil 



ERIC 



203 



Appendix 6 
CODES FOR LANGUAGES* 



.01 Arabic, modem stmndmi 

.02 Aratk, colloqai^ (specify dialect) 

.03 Chinese, modem Menderin 

.04 Chirme, Csnton^ 

.05 Czech 

.06 Danish 

.07 Eng/ish 

.08 French 

.09 Gernten 

.10 Greetc, modem 

.t1 Heweiien 

. 1 2 Hebrew, modem (Israeli 

.13 lulian 

.14 Japanese 

.15 Norwegian 

.16 Pci//s/} 

-17 Portuguese 

.18 Russian 

.19 Spanish 

.20 Swedish 

.21 0(/»ar modem foreign language (specify) 

.22 Socio^ultural dialect of English ($p3cif y) 

.23 Natii^ American Indian tribal language (specify) 

.30 Classical language ( specify) 



""BMed on Handbook VI, ptget 1?2 tnd 183^. 
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Appendix H 

THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974* 

Sec. 438 of the Amended General Education Provisi( n$ Act 
as establishr;vJ by P.L. 93 380. Education Amendments 
of 1974. and amended by P.L. 93-568 



S«c. 43a. <a) (1) (A) Ko fundi ■h«ii be made 
available imdar any appUcable program to 
any alucatlonal agency or Utatttutlou which 
hfta a poUcy ot denying, or which effeoUvely 
prevanU. the piuvnU ot atudenta who axe or 
have been In attenOanoe at a aobool of auch 
agency or at auch isatitutloa, aa the caae 
may bo, the right to l&i^peot and review the 
education reeorda of their children. If any 
material or document In the education reo* 
<»1 of a atu'lent Indudea informnition on 
mckv than one atudent, the parecta of one of 
auch atudenta ahall hav« the right to Uupeot 
and review only auch part of auch material 
or document aa ralatea to auch atudeot or to 
be Informed of the apedflu Information oon* 
talned In auch part of auch material. Xaoh 
eduoattonal agency or Institxition ahaU ea* 
tabllah approprUte prooeduree for the g:%nt* 
ing of a requeet by paronta for accaas to the 
education recorda of their children within a 
reaaonable period of time, but in no. caae 
more than forty-five daya after the requeat 
haa been made. 

(B) The flrat a^uti) ice of aubparagraph 
(A) ahall not operate to ma!ce avaUable to 
atudenta in inatltutlona of poataecondary ed» 
ucation the following materlala: 

<1) financial recorda of the parenta of the 
atudcnt or any information contained 
therein: 

(iX) confidential ieitera and atatementa 
of recommendation, which were placed in 
the education recorda prior to January i. 
1975. if auch letterc or atatementa are not 
uaed for purpoeea oth)r than thcao for u ;ch 
they were apedfically Intended; 

(ill) U the atudeut haa algned a waiver 
of the atudent*a right of acoaaa under thia 
aubaectlon in accordanoe with aubparagraph 
(C). confidential reoonunendatlona — 

(I) reipecting ^dmUalon to any educa- 
Uonal agency or inaUtution. 

(U) re^>ecting an application for employ- 
ment, and 

(HI) reapecting the receipt of an honoc 
or honorary recognition. 

(C) A atudent or a peraon applying for 
admlfeaion may waive hia right of acceaa to 
confidential atatementa deacrlbed in cUuae 
(ill) of aubparagraph (B). except that auch 
waiver ahall apply to recommend itlona only 



if {1} the atuaent u, upon requeat. notified 
of the namea of all peraona making confl* 
dentlal reoonunendatlona and (U) auch 
recommendationa are uaed aoleiy for the 
purpoee for which they were apeclfically in- 
tended. Such waivera may not be recurred 
(ale I aa a condition for admiaalon to, reoeip\£ 
of financial aid from, or receipt of any other 
aervlcea or beneflta from auch agency or 
institution. 

(3) No funda ahall be made available un« 
der any applicable program to any educa- 
tional agency or institution unlaea the par- 
enta of atudenta who are or have been in 
attendance at a achool cf auch agency or at 
auch inatitution are provided an opportunity 
for a hearing by audti agency or inatltutlon. 
in accordance with regulationa of the Secre- 
tary, to challenge the content of auch atu-* 
dent'a education recorda, in oj\*ar to inaure 
that the recorda are not Inacourato, mlalead* 
ing. or otherwlae m violauon cf the privacy 
or other righta of atudenta. and to provide 
an opportunity for the correction or deletion 
of any auch inaccurate, mialeading. or other- 
wlae inappropriate data contained therein 
and to inaert into auch reoorda a written az« 
planation of the parenta reapecting the oon« 
tent ot auch reoorda. 

(8) For the purpoeea of thla lection the 
term *'educational agency or inatltutlon^* 
meana any px^bUo or private agency or Inati* 
tutloa which la the recipient of funda under 
any applicable program. 

(4) (A) PVw the purpoeea of thia aeotlon. the 
term ''education reoorda** maana, except aa 
may be provided otherwlae in aubparMgraph 
(B) . thoae recorda, ftlea. documenta, and other 
materlala which — 

(I) contain Infmnatlon directly related to 
a atudent; and 

(II) are maintained by an educational 
agency or Inatltutlon, or by a penon acting 

not Include ■ 

(1) recorda of inatituUonal* auperviaory, 
and admlnlatrative peraon nel and eduoa* 
tional personnel ancillary tSierato which are 
In the aola poaeeealoxi of tiie ipalcfr thereof 
and which are not aooaaaihle or revealed to 
any othar pereon except a aubatitutfj; 



1 ^11!^^^ a*"' ° """""^ Educational Rights and Privacy Act of t974 it .hown as printed 
m the ^tfcte/a/ R^itter of January 6, 1975. Also included it the closaly re'ated Sec. 440 pertainiru, 
to the l.m.tat.on on withholding of Federal funds. Regulation, for implementing this legislation 
vvere st.ll m preparation at the same time this handbook wa, printed. School adminfstrator, and 
the.r legji counsel should obtain the regulations published in the Fedaral Register. They also 
should ascertam whether the legislation has been further amended $.r.«p Oacember 31 1974 
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(U) u tlx* p«r«oim^l of • uw raXo'^'^nmont 
unit do not luiv« aoom to oducatlc .«corda 
wader mibMctloa (b)(1) » tu» mocds Mid 
documrats of such !«w entorodment unJt 
Which (I) Are kept epert £i«m morde de<* 
•crlbed In eubpareeraph (A), (H) Mr# nuOh* 
talned' eoleiy for lew enforceiuent purpoeee« 
»nd (m) ere not medo evaUehio to nmone 
other then lew entoroement ^>flitf?lele of the 
eeme Jurledlctlon; 

(Hi) in the ceee of person* who ere cm* 
ployed bf aix educetlonel egenoy or Inetltu- 
tion hut who ero not In ettendenoe et euoh 
effeticy or institution, recorde medo end 
metnteined in ttie normal course of bueinees 
which relate exclusively to such person in 
that person's cepsclty es en employee end 
are aot available for use for any other pur- 
pceo: or 

(iv) records a studez.t who is 18 years 
of age or older, or Ls rttending an instltu« 
tion of poetsecondary education,* which are 
created or maintained by a physician, psy- 
chiatrist, psychologist, or othor recognized 
professional or para-professlonal acting in 
his profeuional or para-professlonal ca- 
pacity* or assisting in that capacity, and 
which ere created, maintained, or used only 
in connection with the provision of treat* 
ment to the student, and arts not available 
to anyone other than persons providing such 
treatment; provided, however, that such rec* 
or^s cen bo personally reviewed by a physi* 
ciaa or other sppropriate professional of the 
student's ctolce. 

(5) (A) VoT the purposes of this section the 
term "directory Intormation** relating to a 
student includes the followuig: the student's 
name, address, telephone listing, date and 
place of bJrth, major field of study, participa- 
vioa in officially recof;nleed activities and 
sports, weight and height of members of 
athletic teams, d&tes of attendance, de* 
grees and awards received, and the moat 
recent prevlovs educational agency or in- 
stitution attended by the student. 

(B) Any educational agency or institution 
making public directory information shall 
give public noUoe of the categorlM of in- 
formation which it hsK designated as such 
information witk. respect to esch student at- 
tending the institution or egency and sliall 
allow a rea*onab!e period of time after such 
notice has h^n given for a parent to inform 
the institution or sgency that any or all of 
the information designated should not be 
released without the parent's prior consent. 

(0) For the purpoeee of this section, the 
term "stt\fient** includes any person with re- 
spect to whom an euucational agency or in- 
atitutlon maintains education records or 
personally identifiable information, but does 
not Include a person who has not been .^n 
attendance at such sgency or institution. 

(b) (1) No funds shall be made available 
under any applLcahle prof^ram to any edu- 
cational egwcy or institution which has a 
policy or practice of ' ni^ttlng the release 
of education records i ^ personally identifi- 
able infoncoatloa contained therein other 
than directory infcrm&tlon, as defined in 
paregraph (6) of subeection (a)) of students 
without the written oons^^nt of their pej:- 
ents to any individual^ sgency, or organiza- 
tlon» other than to the following— 

(A) other school oflldals, including teach- 
ers within the educational institution or lo* 
eel educavdonal agency who hive been de- 
termined by such sgency or institution to 
have legitimate eduoatlor<U inter 
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(B) ofllclals of other schools or school 
systems in which the student seeks or» in* 
teiMle to enroll* nprn condUitoo t3bMat thr stu« 
dent% parents be notified oC the tr^u^fer, 
receive a copy of the reoord If d<3c4;'ed, and 
have on opportunity for a hearing to €dial-> 
lenge the content of the reoord; 

(C) authoriasd r^resentatlves of (1) the 
GomptroUer General of the United States, 
(11) the Secretary, (ill) an «Mlmlnlstrative 
head of an education agency <as defined in 
secUon 408(0) of this Act), or (iv) State 
educational authorities, under the condi- 
tions let forth In paregraph (3) of this sub- 
section; and 

<D) in connection wlt^ a student'ei appli- 
cations for, or receipt of, financial aid; 

(S) State and local officials or authorities 
to which such Information is specifically 
required to be reported or disclosed pursuant 
to state statute adopted prior tc November 
19, im; 

(T) organlaatioufi conducting studies for, 
'^e on behalf of, e<lucational agencies or in- 
f.titut.lona for tbo purpose of developing, 
validating, or adruloistering predictive tests, 
administering st^^dent aid programs* and im- 
proving instruction, if such studies are con* 
ducted in such a manner as will not permit 
the personal irlentlfication of students and 
their parents by persona other than repre- 
sentatives of such organisatioixi and such 
information will be destroyed when no 
longer neede<i for the purpose for which it is 
conducted; 

(0) accrediting organizetlons in order to 
carry out their accrediting functions; 

(H) parents of a dependent student of 
such parents, as deflued in section 162 of the 
Internal Revenue Code of 1054: and 

(1) subject to regulations of the Secretary 
in connection with en emergency, appropri- 
ate persons if the knowledge of such infer* 
mation is necessary to protect the health or 
safety of the student or other persons. 

(3> Ko funds shall be made avaUable un- 
d9r any applicable program to any education 
egency or Institution which has a policy or 
practice 'jf relesslng, or providing access to. 
any p3n4>nally identifiable InformatMn in 
educatK'U records other thsh directory infor- 
mation or as Is permitted under paragraph 
(1) of this subsection unless — 

(A) there la written consent from the 
student's parents specifying records to be 
reiessed, the reason^ for such release, and 
to whom, and with a copy of the records to 
be released to the student's parents and the 
student If desired by the parents, or 

(B) such information is fumt&hed in com- 
pliance with Judicial order, or pursuant to 
any lawfully issued subpoena, upon condi« 
tlon that parents and the students are noti- 
fied of all such orders or subpoenas in ad- 
vance of the compliance therewith, by the 
educational institution or agency. 

(3) clothing contained in this section 
sl^all preclude authorized representatives of 
(A) the Ck>mptrol}er General of the United 
Statee. (B) the Secretary, (C) an administra- 
tive head of an eduction agency or <D) State 
educational authorities rrom having access to 
student or ether records which may be neces- 
sary in connection with the audit and 
evaluation of Federally supported education 
programs, or in connection with the emorce- 
ment of the Federal legal requirements which 
relate to such programs: Provided, That 
except when collection of persor jiy iden- 
tifiable information Is ^}eciflcally .authorized 
by Federal law, >any data collected by such 
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oflloial* tbais b#);m)tected in a manotsr which 
wlU not pfcnlt ^« penonftl Ultntlfloattoii 
of stude&U i^22d th«lr pttrt&ts by otSm tlMu;. 
tboM oOcUia. And such pmoMlly Mltn- 
(MUfite data «&AU dtttrc^ no 
kmetr ttMOcd for nich wuOit mlUAtkn. aiMl 

(4) (4) Sficb tduoaUomj afmey cr ImU* 

tte «luoatlon rtoordi of ffoch atiuloat. wlUoh 
vlU iadloftto oU IndlTldualB (other tbw 
thorn qpMttad In p*ragri^ <X)(A) of thtm 
■ataMOtloii)» atftnolai» or organSsatloiui which 
hair* t«que«t«d or obtalXMid aooMs to a tto« 
<iont*« odtieatlon recorte maliitaUi^ hy such 
•duoetloDAl agency or i&atituUon, and which 
wfll Indlcato iptcmoaUy tho legttlmato Inttr- 
Mt that oach luch porton. agency, or orga- 
njmtion haa in obtaining thli Information. 
Such raoord of aooeaa ihall ba availabia only 
to paranti* to the school official and hia 
asAUtanta who ara reeponsibla for tha cuatody 
of auch recordii. and to p«rton» or organisa- 
tions autborli«d In. and imdar tho oonditlona 
of. dauaca (A) and (C) of paragimph (i) m 
a OMana of auditing tha operation of tha 
syKt«ni. 

(B) With rt^pact to thW aubtfoctlon. per* 
aonal Informauon ah4ll only ba tranaforrftd 
to a thlid party on tha condition that auch 
party will not parmlt any othar party to 
hava ACOOM to such Information without; tha 
writtan eon^ant of tha paronta of tha student. 

(e) Tha dacratary ihaU adopt appropriate 
rtguiatlona to protect tha riipita of privacy 
of atudante and thair famlllaa in oonnaetlou 
with any surraye or data»gatharing actlvl- 
tlaa conducted. LMtttcd. or authorized by tha 
Sacratary or an admlnivtrative haad of an 
education agency. Reguutlona aetabllahed 
under thia aubeectton atuOl include pro* 
vialone oontrolUng the uae. dlaaamlnatlon, 
and protection of such data. No aurvey or 
daU-gathering actisritlaa ahaU ba conducted 



by tha Secretary, or an admlntatrntlva head 
of an ediMtlou agency under an applicable 
program, unlaea auch activltlee are ^uttior-* 
ised by law. 

(d) Far tha purpoeee of thU section, wbeu- 
arer a student haa attained eighteen years of 
age, or is attending an Inatltutlon of poat- 
aaoondary education tha permission or ocm- 
sant required of and the vigiu accorded to 
the parenU of tha student shall thareaftar 
only be required of and accorded to tl?e 
student. 

(e> No funda ahaU be made available 
luider any applicable program to any aduoa- 
tional agency or institution unless such 
agency or Institution Informs Uu pasanta 
of students, or tha students, if 'hay ara 
elj^teen years of age or older, or are attend* 
Ing an institution of postaef)ondary aduca« 
tion. of the rights accorded them '^y thle 
section. 

(f) Hia Secretary, or an adminlslrativa. 
liaad of an aduoatictti agency, shall taia ap- 
propriate aotiona to enforce provlslona a* thIa 
saotlon and to deal with violatlona of thia 
aectlon, aooordli^ to tha proviaSona of thla 
Act, except that action to terminate aaatst- 
ttnoe may ba takan only if tha Sacratary mxdi: 
there haa bean a fUlura to comply with tha 
provlsiona of thia seoUon, and ha hsa detar- 
mined that oompUanoo cannot ba secured by 
voluntary means. 

(g) Tbe Secretary shall aetabilsh or dealg- 
nata an odloa and review board within tha 
Department of KMth, Mucatioo, and Wal« 
f aii« for tha puipose of investigating, procees^ 
Ing, reviewing, and adjudicating violatlona 
of tha provifi&on« of this MCtfion and ootn- 
plainta which may be filed oonoeming alleged 
vicdations of thU sacUon. Ssoept for tha. 
oonduet of hearings, none of tha functtona 
'Of tha Secretary under thia section ahaU ba 
earned out tn any of tha rofirional oooes of 
such Department. 
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Skc. 440. Kxrpi)t us provided in section 438(b) (1) (D) of this Act, 
the refusal of a Stutc or local educational agency or institution of 
hipher ednoatioiu coiDiuunity roUej^e, school, agency offering a pre- 
fv hool program, or other educa^'onal institution to provide personally 
identifiable data on <studeiit.s or ineir families, as a part of any applica-^ 
hie program, to any Fe<leral office, agency, department, or other third 
party, on the grounds that it constitutes a violation of the right to 
privacy and confidcntialltv of students or their parents, shall not con- 
stitute sufficient grounds for the suspension or termination of Federal 
assistance. Such a refusal shall also not constitute sufficient grounds for 
a denial of, a refusal to consider, or a delay in the consideration of, 
funding for such a recipient in succeeding fiscal years* In the case of 
any dispute arising under this section, reasonable notice and oppor* 
tunity for a hearing shall be afforded the applicant 
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Appandix I 

ACKNOWLEDGMENTS FOR INDIVIDUAL CONTRIBUTIONS 



The revising of the handbook of terms and definitions about students has been a cooperative effort involving 
over 20 professional organizations, numerous Federal agencies, and many individuals of local and State agencies. 
The organizations are acknowledged on page ix of this handbook. Individuals are listed below. 

Great appreciation is expressed for the effective leadership demonstrated by the director of the Project's 
contract effort, Charles W. Barkdull, Manager, Ernst & Ernst, Detroit, Mich. He was outstanding in interpreting and 
implementing the recommendation'^ of the National Advisory Committee, the Project Officer, and others. 
Excellent assistance was provided *^r. Barkdull by Terry Thomas, Director of Student Services, Oakland County 
Schools, Pontiac, Mich., who sar/ed as primary consultant to Mr. Barkdull, participated effectively in a number of 
Project meetings, and reviewed portions of the final manuscript. 

Individuals making particularly outstanding contributions to the substance of various portions of the handbook 
manuscript include John Ls^npe, M.D., Director of School Health Services, Denver (Colo.) Public Schools; Lois 
Elliott, Ph.D., Special Assistant to the Associate Commissioner, Bureau of Education for the Handicapped* Cffice 
of Education (OE); Fra^tk E. G. Weil, Program Analyst, Office for Civil Rights, U.S. Department of health. 
Education, and Welfare (OHEW); William C. Healey, Ph.D., Associate Secretary for School Affairs, American 
Speuch and Hearing Association; William B. Bock, O.D.S., M.P.N., Chief, Preventitive Practices Branch, Division of 
Dentistry, U.S. Public Health Service; and John F. Staehle, Assistant Director for Policy and Procedure's. Division 
of Compensatory Education, Bureau of Elementary and Secondary Education, Office of Education* 

Useful materi&ls were prepared by r^ional conference pcrticipants William F. Mahon (Morai.ie Valley 
Community College, Palos Hills, Illinois), James E. Mitchell (Iowa State Department of Public Inst^tjction), Gerald 
L. Haney (Kansas State Department of Education), and Donald H. Offermann and George McCollough (both of the 
Texas Education Agency). Members of the National Advisory (^mmittee who gave special assistance in polishing 
portions of the handbook manuscript include Katharine Hopper, Grace Warfield, and Aikin Covinor. 

Ivan N« Seibert, Program Specialist in the Educational Data Standards Branch of the National Center for 
Education Statistics (NCES) was particularly helpful when the contract was awarded. His assistance in reviewing 
and discussing portions of the final manuscript was invaluable, as was similar help provided by Richard H. Barr also 
of NCES. Appreciation is expre$sed also for the support and assistance of Allan R. Lichtenberger, Chief of the 
Educational Data Standards Branch, in which the responsibility and major portions of the wokk resided. 

The acknowledgments which follow generally indicate titles and organizational affiliations as of the time of 
participation in Project activities. 



NATIONAL ADVISORY COMMITTEE 

The Project's National Advisory Committee consisted of representatives selected by 12 n£;tional organizations 
and the Research Division of the National Education Association. This group met three timei; to provide gu'dance 
to OE and NCES personnel and to the contractor regarding student information needs, the structure and 
content of the revised handbook, and the accuracy and adequacy of the handbook mam script The foHowing 
persons participated as memoers of this group: 



Dr. Julianna L Boudreaux 
Assistant Superintendent 
Division of Pupil Personnel 
New Orleans Public Schools 
New Orleans, La. 
(Association for Supervision and 
Curriculum Development) 



Mr* Theodore R. Bynum 
President 

St. Louis Teachers Association 
St* Louis, Mo* 

(Association of Classroom Teachers of the NEA} 
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NATIONAL ADVISORY COMMITTEE^ontinued 



Dr. Frank Commander 
Adult Education Program 
University of South Carolina 
Columbia, S.C. 

(National As^sociation for Public 
Continuing and Adult Education) 

Dr. Aikin Connor 
Research Specialist 

American Association of Junior Colleges 
Washington, D.C. 

(American Association of Communitv 
and Junior Colleges) 

Mr. Calvin E. Defenbau 

Assistant Superintendent for Business 

School District No. 44 

Lombard, III. 

(Association of School Business Officials 
of the United States and Canada) 

Dr. Donald E. Hall 
Assistant Superintendent 
Research and Development' Services 
Sacramento City Unified School District 
Sacramento, Calif. 

(American Association of School Administrators)^ 

Mrs. Katherine Hopper 
County Coordinator of Pupil Services 
Fairfax County Public Schools 
Fairfax, Va. 

(American Personnel and Guidance Association) 

Mrs. Corinne Jeffries 
Principal 

Fairfax County Public Schools 
Fairfax, Va. 

(National Association of Elementary 
School Pf-incipals) 

Dr. Jack A. Kinder 
Superintendent of Schools 
Rochester, Minn. 

(American Association of School Administrators)^ 



Mrs. Frances R. Kubik 

Board Member 

Michigan City Public Sdiools 

Michigan City, Ind. 

(National School Boards Association) 

Mr. B. Al(ten Lillywhite 
Federal Liaison 

Council of Chief State School Officers 
Washington, D.C,^ 

Mr. Aaron Rapking 
Assistant Superintendent 
State Department of Education 
Charleston, W. Va. 

(For West Virginia State Superintendent 
Daniel B. Taylor, representing the 
Council of Chief State School 
Officers)^ 

Dr. Alton B. Sheridan 

Assistant Director 

Research Division 

National Education Association 

Washington, D.C. 

(NEA Research Division) 

Mr. E. James Trwis 
Principal 

Liberty Public Schools 
Liberty, Mo. 

(National Association of Secondary 
School Principals) 

Mrs. Grace Warfield 

Assistant Executive Director for Publications 
Council for Exceptional Children 
Reston, Va. 

(Council for Exeptional Children) 



' At stcond and third meattngi. 

• A< firtt rnaeting. . ^At third meeting. 
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PARTICIPANTS AT REGIONAL MEETINGS 



Participants at the 10 regional meetings of the Project are listed below according to the national organizations 
they represented: 



American Associatioo of Q)/legiate Registrars and Admissions Offit^ 

Ms. Mary Alice Lee 
Registrar 

Seattle University 
Seattle, Wash. 



American Association of Community and Junior Colleges 



Mr. Cindido Antonio dfi Le6n 
President 

Hostos Community CoHege of City 

University of New York 
Bronx, N.Y. 



Mr. William F. Mahon 
Director, Information Systems 
Moraine Valley Community College 
PalosHillsJII. 



Or. Donald H. Godbold 
Campus Director 
Auraria Campus 
Community College of Denver 
Denver, Colo. 



American Association of School Administrators 



Mr. Robert C. Barrier 
Instructional Services Center 
Atlanta Public Schools 
Atlanta, Ga. 

Mr. Orville L. Bliss 

Director of Student Placement 

and Special Education 
Kansas City Public Schools 
Kansas City, Mo. 

Dr. Roscoe L. Davidson 
Assistant Superintendent 
Division of Education 
Denver Public Schools 
Denver, Colo. 

Mrs. Margaret C. Fallon 
Assistant Dirsctor of Guidance 
New York City Board of Education 
Brooklyn, N.Y. 



Mr. Jack Gilliam 

Director, Career Counseling & Guidance 
Dallas Public Schools 
Dallas, Tex. 

Dr. E. Curtis Henson 
Assistant Superintendent for Instruction 
Atlanta Board of Education 
Atlanta, Ga. 

Miss Dahlia Y. Johnson 
Supervisor of School Counseling 
School District of Philadelphia 
Philadelphia, Pa. 

Mr. Robert C. Parina 
Acting Supervisor 
Counseling and Guidance 
San Francisco Unified Sch^o^ 

District 
San Francisco, Calif. 
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American Association ofSc/HK^ Adminis^tors-Continued 



Mr. Dan Riley 
Director, Department of 

Student Placement 
School District No. 1 
Seattle, W^h. 



Dr. John A. Russell 
Director, Bureau of Pupil 

Personnel 
Board of Education 
Chicago, III. 



American Federation of Teachers AFL-CIO 



Mr. Francis M. Martin 
Classroom Teacher 
Lynn, Mass. 

American Personnet and Guidance As^iation 



Dr. £. Victor Boyd 
Acting Chief 
Bureau of Guidance 
State Education Department 
Albany, N.Y. 

Dr. Ben Colbert 

Associate Director, Southeastern Regional Office 
National Scholarship Service and Fund for 

Negro Students 
Atlanta. Ga. 



Dr. James M. O'Hara 
Executive Director, Pupil Services 
Denver Public Schools 
Denver, Colo. 

Dr. Beatrice Pressley 
Associate Professor 
Department of Education 

Psychology 
California State University 
Haywood, Calif. 



Dr. Neil C. Gunter 
Director, Pupil Personnel 
State Department of Education 
Atlanta, Ga. 

Mr. Samuel Johnson 

Director. Southeastern Regional Office 

National Scholarship Service and Fund for 

Negro Students 
Atlanta, Ga. 



Dr. John A* Russell 
Dir^or 

Bureau of Pupil Personnel 
Board of Education 
Chicago, III. 

Dr. William S. Truax, Jr. 
Dean of Education 
East Texas State University 
Commerce, Tex. 



Mr. Donald M. Moritz 
Director of Pupils and Research 
Kansas City Public Schools 
Kansas City, Kan. 

Association for Cttitdhood Echication Internationa 

Ms. Jane Davies 
Kindergarten Consultant 
Title III ESEA 
"Early Prevention of School 

Failure Project'' 
Peotone, III. 



Miss Florine Harding 
Classroom Teacher 
Oakland, Calif. 
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Association for Educations^ Data Systams 

Miss Ann Tompkins 
Consultant 

McDonnell Douglas Automation Company 
St. Louis, Mo. 



Association 

Mr. Rotwrt Collins 
Assistant Oiractor 

Department of Curriculum Development 
Boston Public Schools 
Boston. Mass. 

Mrs. Betty Cooke 
Consultant 

Guidance and Counseling 

Region 10 Education Service Center 

Richardson, Tex. 

Dr. E« Curtis Henson 
Assistant Superintendent for instruction 
Atlanta Board of Education 
Atlanta. Ga. 



and Cumcutum Davolopmant 

Dr. William C. Sorenson 
Deputy Superintendent 
Hiyhline School District 
Seattle, Wash. 

Mrs. Cordelia L. Stiles 
Curriculum Specialist 
New Y<Kk City Board of Education 
New York,N.Y. 

Mrs. Helen Wegrzyn 
Curriculum Director 
Franklin Park Public Schools 
Franklin Park, IIL 



Association ofCtassroom TaacharsofNBA 



Mrs. Dorothy D. Parker 
Registrar 

Roosevelt High School 
Atlanta, Ga. 



Association of School Business Officials of dta United States and Canada 



Mr. R. T. Ashley 
Assistant Superintendent 
Orangeburg Public Schools 
Orangeburg, S.C. 

Mr. Roland L. Buys 
Cierk*Treasurer 
Tooele County Schools 
Tooele, Utah 

Mr. Glenn L. Cox 
Associate Superintendent 
Greeneville City Schools 
Greenville, N.C. 



Mr. Calvin E. Defenbau 
President 

Illinois Association of School Business Officials 
c/o School District No. 44 
Lombard, III. 

Mr. James 0. Eddy 
Assistant Superintendent 
Business Affairs 

The School Board of Volusia County 
Deland, Fla. 

Mr. Lloyd E. Estes 

Assistant Superintendent of Schools 

Hannibal Public Schools 



Mo. 
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Association of ScAoo/ Business Officials of the United States and Canada-Co^Wnued 



Mr. Harmon J. Groesbeck 
Director of Business Affairs 
School District No. 91 
tdaho Falls* Idaho 



Mr. Smith Sparks 
Business Manager 
Laurel City Schools 
Laurel, Miss. 



Mr. Howard T. Harris, Jr. 
Director, Business Affairs 
School District of Cheltenham 
Elkins Park. Pa. 



Mr* J. Lawrence Thompson 
Director, Administrative Services 
Atlanta Board of Education 
Atlanta, Ga. 



Mr. Fred L. Kenney 

Assistant Superintendent, Business 

Brattleboro, Vt. 

Mr. Dan W. McNeeley 
Business Manager 
Buhier U.S.D.No.313 
Buhler, Kans. 

Mr. John E. Seebold 
Director 

Office of Child Accounting 

Board of Education of Baltimore County 

Towson, Md. 



Mr. Thomas H. Traylor 
Business Manager - Treasuier 
Alexander City State Junior College 
Alexander City, Ala. 

Mr. Charles H. Veysey 
Actirtg Business Manager 
Boulder Public Schools 
Boulder, Colo. 



Councif 

Mrs. Louise G. Daugherty 

Assistant Superintendent, Pupil Personnel 

Services and Special Education 
Chicago Public Schools 
Chicago, III. 

Mr. Robert J. Jacob 
Special Education Program 
State Department of Education 
Atlanta, Ga. 

Dr. Zelda Kaye 

Chief, Bureau of Special Programs 

for the Handicapped 
State Education Department 
Albany, N.Y. 



Exceptional Children 

Dr. John A. Ogden 
Coordinator, Mountain Plains 

Regional Center for Services 

to Deaf-Blind 
Denver, Colo. 

Mr. John D. Patterson 
Assistant Director, Special Education 
State Department of Education 
Jefferson City, Mo. 

Mr« Jerry Vlasak 

Director, Division of Program Evaluation 
Department of Special Ecfcication 
Texas Education Agency 
Austin, Tex. 



Council of Chief State School Officers 



Mr. John W. Alberty 
Coordinator of Administration 
State Department of Education 
Jefferson City, Mo. 
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Mr. Saleva'a F. Atisano'e 
Assistant Administrator 
Student Information System 
Research and Development 
Government of American Samoa 
Pago Pago, American Samoa 
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Counci/ 

Mr. Lorenzo C. Cerezo 
School Program Consultant 
Office of Statistical Services 
Division of Education Plans, Research 

and Communications 
Department of Education 
Agana, Guam 

Mrs. Jan Clemmer 
Research Analyst 
State Board of Education 
Salem, Oreg. 

Mr. Robert H. Fay 
Consultant, Education Information 
State Department of Education 
Concord, N.H. 

Mr. Gerald L. H^e / 
Program Specialist 
Board of Education 
Topeka, Kans. 

Mr. Clyde J. Hatten 
Supervisor, Pupil Personnel 
State Department of Education 
Jackson, Miss. 

Miss R. Christine Hogan 
Assistant Director of Statis.to.' Services 
State Department of Education 
Baltimore, Md. 

Dr. Fred E. Holmes 
Director, Community Services 
State Department of Education 
Denver, Colo. 

Mr. Dick Joyce 

Supervisor, Statistical Services 
State Department of Education 
Providence, R.I. 

Mr. Robert M. Little 
Consultant, Management Information 
State Department of Education 
Denver, Colo. 

Mr. Frank Livak 
Education Consultant 
State Department of Education 
Hartford, Conn. 



School Offtcm^-^ContiaMd 

Dr. William H. Lucow 
Curriculum Research Statistics 
State Department of Education 
Trenton. N.J. 

Mr. George McColiou^ 
Systems Analyst 
Management information Center 
Texas Education Agency 
Austin, Tex. 

Dr. James E. Mitchell 
Associate State Superintendent 
Department of Public Instruction 
Des Moines, Iowa 

Mr. John D. Mosely 
Direc*':r of Secondary Education 
State Department of Education 
Oklahoma City, Okla. 

Mr. David A. Morris 

Administrator of Oistricc Records and Reports 
Department of Education 
Tallahassee, Fla. 

Mr. Carl H. North 
Child Accounting Specialist 
Office of Research 
Management information Center 
Texas Education Agency 
Austin, Tex. 

Mrs. Jacobeth Novak 

Director of School Attendance and Work Permits 
District of Columbia Public Schools 
Washington, D.C. 

Mr. Don Offerman 
Director 

Management Information Center 
Texas Education Agency 
Austin, Tex. 

Mr. Elvin H. Ossmen 
Specialist, Statistical Services 
State Board of Education 
Salt Lake City, Utah 
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Council of Chief State School Officers-Continued 



Mr. John D. Patterson 
Assistant Director, Special Education 
State Department of Education 
Jefferson City. Mo. 

Mr. Aaron Rapking, Jr. 
Assistant Superintendent 
Finance and Administration 
Department of Education 
Charleston, W. Va. 

Mr. Harold W. Rehmer 

Assistant Superintendent 

Office of the State Superintendent 

Stau Department of Public instruction 

Helena, Mont. 

Mr. Frank A. Richardson 
Acting Chief Supervisor 
Office of Research 
State Departnvent of Education 
Columbia, S.C. 

Mr. Don Russell 

Director of Information Systems 
Department of Public instruction 
Madison, Wis. 

Dr. W. A. Schindler 
Coordinator 

Statistical & Finance Service 
State Department of Education 
Lincoln, Nebr. 

Dr. Morris L. Shapiro 

Associate in School Business Management 

Information Center of Education 

Division of Education Managament Services 

State Education Department 

Albany, N.Y. 



Mr. Led Tyler 
Director, Pupil Personnel 

Attendance & Accounting 
Department of Education 
Frankfort, Ky. 

Mr. M. Eugene Wallace, Jr. 
Coordinator of Statistical 

Services 
State Department of Education 
Atlanta, Ga. 

Mr. Clyde W. Weidner 
Chief of Child Accounting 
State Department of Education 
Harrisburg, Pa. 

Mr. Conrad J. Wettergreen 
Associate in School Business 

Management 
information Center on Education 
State Education Department 
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oodasfor, 36 

praviouily compfatSNJ by adult education studant, 24, 73 
Educationally daprivadfhildran, 117 
Elamantary school, 75 

Eeamantary,middla, and saoondHy schools, 24« 76-76 

Eligibility 

fadaral aducational program, 28,107*108 

for transportation at public axpanaa, 28, 103 

othar spaclal aducatkMial program, 28, 109 

Stata aducational progrwn, 28, 108*109 

vvalfara, 28, 1(H) 
Emandpatadminr;, 18,33 
Emargancy 

factor, 22,69^ 

Information, 22,59^ 
Emotional disturbanca^ 90 
Emotionally disturbod, sariously, 23,67 
Employar, *9, 27, 37, 38, 99, 102 
Employmant 

information, 27,98-99 

iob^ntry favtl of, 120-121 

naturaof, 19,37,38 

of parant, 19, 37 

pormit, 27,89,102 
English 

fluancywith, 18,34 

non-, 122 

nonstandard, 122 

(sodo^ultural diaiact), 117 

(standard Amarican), 117 
Enrollment, 24.68-60 

daf inad, 24, 68 

dual, 24,74,117 

full-timaai|u(valant. 118 
Entrance (admission), 24, 89-81 
Entrlas and withdramis, 24, 26, 60-72, 84^, 191-193 
Entry, 69 

and raantry infomurtion. 166 

data of, 24,69 
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Entry— €ootimi«d 

ortglnal. 71 

typtof. 24*69-71 
Ep^fitptv. 52*63. 130 
Equhiaiincy 

ottrtlficftt* of high ichool. 97. 1 14 

•xMTiirMtion, high school. 119 
Eskimo. 117 
Ethnic oroup. 13.30*31 
Ev«iu«tion 

of h«irlr>g, 21.43 

of tpMCh and lanouiot. 21.49-60 
EwSr>3 itudtm. 80 

Exiiviinatlon. high ichool tquivtkincy. 119 
ExMninationi. physical. 22. 57-68 
Examlnar. 22,57-58 
ExctptiorMl childran. 117 
Exotptionallty. 118 

Exoiic mtmlMrf hip In public schools. 118 

Exemptad child. 89 

ExptndJturttt 

annual currant. 113 

ourrant. 116 
Expulsion. 118 

Extant of aducation plannad. 27. 101 
Extradais activltlas. 118 



Family 

and rasidanoa. 19*20, 3&*38 

aconomic Information. 19. 40-41 

physician. 57 

saspontlblllty. 18.33 

salf-sustalnlng. 19.40 

social/cultural information. 19.41 
Padaral aducatlonal program alloibillty. 28. 107-108 
Faa, tl8 

information, 28, 110 
Faaspaidby. 28, 110 
Famala parant. 19.38 
Flaldsiza. 118 
Financa. 168 

rtnt*profasiional dagraa. 118 

Fhra- or 6-yaar high school. 76 

Fluancy with English. 18.34 

Foralgnbody# IX 

Form of tait administration. 23.64 

Formar 

dropout. 74 

micrtttory child, 118 
Fosur homa. 118 
Four-yaar high school. 76 
Frashman. 118 
Full 

day of attandanos. 118 
•day satsion. 118 
•tuition studant. 109. 1 18 
FulMlma 

aquivafancy of assignnnant, 118 
aquivalant anroltmant. 118 
studant. 79 
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Ful(-tima/part-tima Status. 24.79-80 
Functionally illitarata. 34.106 



Gastro'lntastlnal condition. 130 

Ganaral aducation program. 78 

Ganaral aducational davaiopmant (GEO), tasts of. 128 

Gaographical araa. othar. 20.43 

Garman nnaaslas. 131 

Giftadandtalantad, 23.66-67 

Gingival (gum) condition. 21.45 

Glaasas or lanaas raquirad, oorractiva. 21, 47 

Glossary. 11M32 

of sslactad madical tarms, 129-132 

of salactad studant*ralatad tarms. 111-129 
Gonorrhaa. 130 
Grada, 119 

oodasfor. 36 

antarad. 24.77 

taval. 26.93 

-point awaraga. 119 

points. 119 
Graduata. 119 
Graduatas. high school. 123 
Group 

oomplation. 26,95 

norm. 66 
Grouping 

Instructional, 24. 79 

spadal. 79. 121 
Guast studant. 72 
Qjldanoa Sarvicas. 1 19. 170 
Guidallnas 

for acoess to studant raoords. 10-12 

for Including information In a studant raoord. 9-10 

for protactlng conf idsntiailty. 12 

for studant Information systams. 133*164 
Gum condition, 21.45 



H 

Half day of attandanca. 119 
Half<lay sassion. 119 
Handbook 

davaiopmant. ill-iv 

purposa of this. 1 

structuraof. 3-6 
Handbook V. original, ill 
Handbooks, r^cional. 5-6 
Handicap. 1i. 

auditory. .^1,49 

naurological. 122 

physical. 124 

physical and/or haalth. 21 , 51-62 
visual. 47 
Handicsppad 
chikJran, 119 
haaring, 51 
languaga,51. 106 
orthopadicalV* 52^106 
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H«cfKfiGipp«d--Contlmittd 
Mvertly, children, 126 
ipt#ch,51, t06 

ttudtnts* ipccMl tarvictt for, 173 

viMMliy. 106. 129 
Hard of htMring. 49, 106 
M«d ttirt program, 75 
HMdof houMhold, 119 
Haa^th, 21^22,44^1 

handicap. 21 » 61-62 

impairtd, other, 52 

oral. 21, 44-46 

tarvtcac, 171 
Hearing, 21.47 

handicapped. 51 

impainnent, age at onset of. 21 . 49 

overall evaluation of. 21. 48 

test screening, 21, 48 
Heart disaase, 131 
Height. 21,44 
Hematocrit test (HCT), 131 
Hemogk>bin test (HGHK 131 
Hemophilia. 131 
Hepatitis. Infectious. 131 
Hernia, 131 
High school 

diploma. 1 19 

equivalency, certificate of. 114 

equivalency examination, 1 19 

fOitr-year. 76 

five-or 6^eer, 76 

incomplete, 120 

junior. 76 

junior-sentor, 76 

postgraduate, 119 

senior, 76 
HIspenic. 31 
History 

medical, 21-22, 62-57 

of physical development. 21. 44^ 
Holiday, school, 126 
Home 

language predominant in, 18. 34 

parent's, 43 

separate, 43 
Homabound student, 119 
Homebound student, instruction for, 120 
Homeroom, 119 

period, 1 19 

taacher, 25,81 
Hone 

roll. 97-88 

society, 98 
Honor jbla mention. 98 
Honors 

activity. 26,96 

Information, 26,97^ 

program. 98 
Hospital 

oartificate, 31 

instruction, 120 

preference, 22,60 
House 

boarding, 43 

cooperath/e, 43 

rooming, 43 

O 
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Household, brothers and sisters Ih/ing In the. 19, 39>40 
Housing 

student, 20,43 

type of, 20,43 
Hypoglycemia, 131 



I 

Identifier Ion, personal. 18,29-34 
Illiterate, functionally. 34 
lllneftes, 21,52 

codes for, 53 
Inwnunizatlons, 21,52-64 
Impel pad 

artlculetkm, 60 

other health, 52 
Impeirment 

extant of, 22,58 

language. 50 

naturaof, 22.58 

physical. 124 

visual. 21,47 

voloa, 50 

Impairmentt. physical, health, and sensory. 22, 58 

Incomplete high school. 120 

Independent 

American overseas sdhool, 120 

nonprofit school, 120 
Indian, American. 30 
Individual instruction, 120 
Infectious hepetltis, 131 
Information. 2 

ettendanoa, 25.81-82 

oocurrlcular activity. 26.95«96 

course. 26.92-94 

emergancy. 22,50^ 

MTiployn^ent. 27,98-99 

employment parmit, 27, 99 

honors. 26.97*98 

Item of, 120 

membarship, 25.81 

minimum, about student who transfers, 160 

nonentranoo, 25.89-90 

postschool educetlon end trelning, 27. 101-102 

postschool oocupetion and amployment. 27,102 

progress, 26.96 

system, 133-134 
Injuries 

codes for, 53 

other ssrlous, 22,55 

school-relatad. 22.54 
I n«school Instruction. 120 
Insurance oGverege. 22,60 
Institution 

corrective. 115 

antered. type of, 24, 74 

for delinquent children, 106. 120 

for neglected children, 106,120 

noneducetional, 122 

pmvlously attended, 24, 73 

rasident student of . 125 
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Instruction, t20 

for hcm«bound stuctent, 120 

hospital* 120 

individuai, 120 

in-$chooi, 120 

i«n9u«9«of, 25, 195 

location of, 24, 77-78 

principal medium of, 24, 79 
Instructional grouping, typa of, 24, 79 
Instructional leva!, 120 
Intarast invantory, 63 
Intarasu and plans, poctschool, 27, 99-101 
Intenfmdiate administrativd unit, 120 
Interttato migratorv child, 120 
Intrastate mieratorv child, 120 
lodina aliaroY, 131 
Itam, 2 

of inforiYiation, 120 

of student information, 166 
Itanv 

ciassiftcations of , 3 

of information, 2 



Job-entry level of employment. 
Junior collet;^, 24, 76-77 
Junior high school, 76 
Junior«sanior high school, 76 
Juvenile delinquent, 121 



120 



K 



Kidney disease, 131 



Laboratory, model, or practice school, 121 
Laboratory tests and procedures, 22, 55*&6 
Language, 21,49-61 

codes for, 196 

considerations, 18, 33^ 

eveluation cf , 21,49-SO 

handicapped, 51 

impairment, 50 

in which fluent. 18, 34 

in which test is written or given, 23, 64 

of instruction, 25, 81 

predominant in the home, 18« 34 

speech and, 21^9*51 
Lead poisoning, 131 
Learning 

disabilities, children with specific. 23, 67 
disabled, 51 

most effecth/e styles of, 23, 68 
Laever, school, 126 
Lagal 

adult, 33 

minor, 32 



Lauktmia, 131 
Lewi, grade, 26,93 
Librarian/media asslgnnrtents, 122 
Library services staff » 121, 127 
Limitation 

caute of, 22, 59 

duration, 22,59 

on ichool activities, 22,68-59 

person recommerKiing, 22, 59 
Umltetlons on school activities, 22, 58-59 
Living/deceased, 19*35,38 
Local basic administrative unit, 121 
Locel educetion agency* 121 
Location of instruction, 24, 77-78 
Lunch 

school, 122. 168 

type A, 117, 129 



M 



Maladjusted, socially, 23, 67, 106 
Male parent, 19,35-^ 
Malocclusion, 45 
MarltaUt«rius, 18,33 
Mark 

or report for student performance, 26, 94 

points, 94 

value, 26,94^5 
Mark-point average, 26,95 

cumuUitlve, 26, 95 
Mark points, 94 

cumulative, 26,95 

received, 26.95 

trensferred in, 94 
Matai name, 121 
Maximum class size, 121 
Measles, 131 

German, 131 
Measure, 121 
Measures, 188-168 
Median age of students, 121 
Medical 

history, 21,52-56 

latToratory tens and proosdures, 22, 55-56 

record number, 21,44 

terms, 129-132 

treatments at school, 22,55 

waiver, 60 
Medium of instruction, principal, 24, 79 
Membership, 24-25.63,81-82 

aggregate days. 82, 1 12 

myd BnBndMf\(». 25.31-84 

average daily, 113-114 

change in, 123 

excess, 118 

information, 25,81-82,167 
in special groupings and/or special schools, 121 
number of days of , 25,81-^2 
per school, 114 
percentage of time in, 25, 82 
r .percentage of total excess public school, 124 
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Mtmbmhip itatut 
•ctivt, 68 
iit«ctfv«, 68 

Mtntil »nd pfycholofilcaJ ch»r#cttrifti«, sptd«l, 23, 66-68 
Wtnul, pfvcholoQlcal, and prof»c(«ncy let t rttulu «nd rt l«t»d 
nudtnt chcracttrlstia, 23.61^ 

mu »fKJ »nvtntorf««, 23^ 61*65 
Mtnttlly glf t«d, 66 
Wtnullv rttardtd. 23, 67, 90, 102 

tdtjcublt, 67, 102 

•tvtrefV, 67, 102 

train*bf«, 67,102 
Mkldfe ichool, 75-76 
Migratory 

■eflctilturil worker, 121 
chlW, forwr, 118 
chikJ, Intemtata, 120 
child. Intrastate, 120 
cMfdran, 121 

cMWran of m^jratory agricultural Morkar», 41, 106 

wofkar, 121*122 
Mirit^ Mfvica axper{ar>G#, 27,102 
Minimum Information about itu<knt who trantfart, 160 
Minimum permittible daas iize, 122 
Minor 

tmancipatad, 33 

i^f. 32 
Minor/adult ftatus, 18,32*33 
Monitoring lyittem, 122 
MononucSaofis, 131 
Multlhc{»d{cappad, 107 
Multlpla condition!, 28. 107 
Mumpi, 131 
Muscia imbalance, 131 
Mufcular dyitrophy, 131 



Nturo logical 

condition, 21.61 

handicap, 122 
Noncradit courta, 122 
^k>naducatl0^al Initltutlon. 182 
Non-Eng||»h, 182 

Nonantranoa fnformatfon, 25. 89-80 

Nongrackd ctaa-^S^a Ungradad Claw, 1 22, 1 29 

Nonpublic icNdoI. 124 

Nonpromotlon, rea«on for, 26, 96 

^tonf^asidant ttudant, 42. 122 

Nomchool activity irtarfc^t*. 27, 99 

IVomchool parformanca, 2V, S8<^ 

Moniervwd cWkl, 89 

Monitandard EnQllth, 117 

IVontultlon student, 122 

Norm group, 23, 65 

Momvrafarancad tatt, 122 

Moyeartaval, 122 

Numbar 

census xonc. 20, 42 

madlcal racord. 21,44^46 

of days of mamb^rship, 2&,81^2 

of dapandants, 18, 33 

of aarly daparturaa, 25, 84 

of timaf tardy, 26, 84 

other ttudant, 18,30 

ptfkKf, 25,31 

rttidtnca block, 20,42 

room, 2S,St 

schoolbui, 28, 106 

tchoolbus routa, 28, 106 

schoolbuf run, 28,105 

school and tyitam, 24, 74 

socfal sacurity, 18,30 

ttudant, 18,19,30,40 

talaphona, 19,20,41-42 

universal birth, 129 
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N*nit, 18,29 

and aekSfu of school or tnttltutlon from which rec^ly/td 
24, 73 

and addrati of other institutions praviously attended, 24, 73 
any other, 18,29 
employe* 's, 27,99 
miel, 18,29 
Maui, 121 

of brotfter Of sister, 19,29 
of school and school system, 24, 73 
of school attended (by brother or sister), 19, 40 
of second school and school system, 24, 74 
staff menfibar, 26,81 
National 

handbooks, 5-6 

school breakfast pro-am, 1 14, 123, 126 

school lunched, 117 

school lunch program, 114, 122, 123 
F4aglected chlkf, 122 
Neglected children. Institution for, 120 

230 



Objectives, career, 27,101 
Occlusion, 21,45 
Occupation 

and emoloyment Information, posttchool, 27, 102 

of parent, 19,35,38 
Occupational 

program, 78,91 

progri^m of studies, 26,91 

sutus, 19,37,39 
On welfare, 19,40 
Orel 

health. 21, 44^6 

K)f t tissues, condition of, 21 , 45 
Organizations, participating, lii, ix-x 
Oriental, 30 
Origina: entry, 71 
Orthopedic condition, 21 . B1 
Orthopedicelly handicapped, 52 
Other health impaired, 62, 106 
Outlying areas, 123 
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CXf#r ex>mp(jtiOrY ae*, 90 



P«cif k: (ilafHkr, 30 

m»lt, t9,35^7 
Pttmit'i txme^ 43 

Ptrt-tlm* ittidtnt* 80 
Partial-ttiitioo tttidint^ 100 
P^tolly 9^^ln^ 47 
Pkacport, 3t 
Rtnlclirtn attersv. 131 
Fm* ttudtnt 

cott of • b«iitding« 123 

currtnt •xpcnd{mr«t« 11$ 
Pifc#nug» of 

«bi«no», 123 

•tttndanct. 123 

cfungt In mtmUfihip, 123 

hi^fchoo(9radu«t«twhocompkit»docMirM$, 123 

PMtk:fp«tkio in futton«l school l>iwkfcit prc^^ 123 

p«ftldp«tloo in national tcitooi lunch program, 123 

ftudanta currently mamteft of danaa In various luLtact^ 
fmtttrairwm, 123 

sUidants making nonnal prograss^ 123 

itudants not promotad, 123 

fUKknts parttolpatlng In variooa actlvktlaa* 123 

studantt promotad, 124 

fttid^«a franaportad at publk axpansa, 124 

tima fn attandafica, 25,84 

tima in mambanhlp, 25, 82 

toul axeaaa pobltc achod manibarship, 124 

traiisportad ttudants riding a elvan tima, 124 
Pifformanoa, 2S-27,9M02 

nonschool, 27,98^ 

poatsehool, 27,99-102 

school, 26,9l-*e8 

ttudant, 168 
f^rfod 

numbar, 25,81 

rapoitfng, 125 
Pamwiant studant racord, 124 
PsfK»n{s> to ba notlffad In caaa of amaroancy, 22, 58 

PSftOfUM 

charactarlstlcs, t6G 

Idantlflcatloo, 18,29^ 
Rsrtoaii^ (v^hooplfK} oouijhh 131 
PhanvUkkatonurIa CPKU). 131 
Physical 

and/or haaHh handicap, 21,51 

anomallaa and cosmatfe condlttoos of potantlal amot^ jnal 

signlflcanca, 21,52 
conditlona, 21-22,44*61 
dtvalopmant, abnormal, 129 
davt^opmaM, Mstory of, 21,44-48 
axamlnatlons, 22,67-58 
handicap, 124 



Physicai-Contlnuad 

haalth, and aanswy Impalm^nts, 22,58 
haalth, sanaory, and ralatad condltlona, 22,54-61 
impairmant, 124 

raasona, program n>odlfk»tlan for« 25*80 
l^hyskaS axarrrlnatkin 

for sports partklpatkm, 57 

routlna, 57 

spacW, 57 
Physician, 22, 60 

family, 57 

achool, 57 
Physkian'soartiflcata, 31 
PtooflWrih, 18,32 
Pf ant, school, 128 
Pnaumonia, 131 

Policy for studant raoofdt, 12-14 
Pbllomyatrtit, 131 
Postgraduatt, high school, 119 
Pdatschool 

aducatkKt aod training Information, 27, 10U102 

in tarastf and plana, 27,90*101 

oocupatfon and af7ipk>vmant. 27, 102 

parformanoa, 27,99-102 
Pc«tsaoon<teY •ducatkK>, 124 
Prsgnancy, 131 
Praachool 

organization, 24, 74-7S 

program, 75 
PHvata or nonpublic school, 124 
Prl2)a awards, 98 
Probatk>r»ary studant, 72 
Profastksnal aducatkKUl staff , 124 
Program 

adult/oontlnuing aducatton, 78 

antarad, typa of , 24,78-79 

ganaral aducatlon, 78 

haad stare, 75 

honors^ 98 

modification for physical raaaont, 25,80 
ntodlf lection for raliglous raaaons, 25, 80 
modification, spaclaJ, 25,80 
oocupatkmaS, 78 
prsschool, 75 
ratralning, 26,91 
tranafar, 78 

%«tarana' dipandantt' aducatlonal aaslstanca, 129 
vatarans' aducational aaalstinca, 129 
iwtarans' vocational rahabllltatlon, 129 
Program of studlai, 26,91-02 
o<^patlCAal, 91 

raoognitlon for giaduatlon or oomplatlon of, 26, 97 

typa of, 26, 91 

tvp* of occupational, 26, 91 
Prograsi Information, 26, 96 
Projactaraa, 124 
Promotion, typa of, 26, 96 
Promotion, doubia, 122 
Proparty, 168 
Proprlatarv' school, 124 
Psychological sarvlcas, school, 172 
Psychok>gl€t, 127 
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bo#rd of tducatfon, 124 

rtcofd, 124 

tchoo^ 124 
Publldy-own«d ichoolbus, 12S 
PupH, dtf^ntd^ 2 
Purpose of thl$ handbook, 1 

Q 

Quatlf lc«tk>n for Statt trantportatlon mUi, 28, 
Quality points, 126 



R 

RacUI/ithnIc eroup, 18,30-31 
Raffia of 

dafttim, t2S 

fcorti, 23.65 
Rank In complatk>n group, 26^ 95 
Ratio 

ftudant-adminUtratlw ttaff , 12? 
ttudtnt-counaator, 127 
ttudant-lrlirary Mfvicaftttaff, 127 
ttiKlant-profasclonaf aduCMtionaJ staff , 127 
studant-ptychologitt, 127. 
ttudant-fchoot administrator, 127 
studant-aocial tMorkar, %2& 
studant-at^, 128,167 
itudant-taachtf, 128 
rtudant-tota( staff , 128 
Raaion for 

abaanoa, 26,83 

attandlnQ scfHiol ootilda usual attendance araa, 20, 42 

dlscontlnulnif school, 25,86 
nonpromotk>n, 26,96 

not antar Ing local public elamentarv or sacondary school^ 
26,89-80 
Racalving Instruction alaowhara, 89 
Raooanltion for complatlon, 26,96-&7 
Raoord 

anacdotal, 11'> 

cunxilatK'tf, 10 

oinwlatlva studant* 116 

parmanant studant, 124 

p^iNk:, 126 

studant, 124,127,166 
Bacords 

and raports about students^ 166^168 
cumulatlva studant, 10 
ratantk>n, 143 
ptviawof, 143 

ipactai ttudant saryloaa, 19-11,126 
Raantrv. 71-73 
RafarraJ 

cauaaof, 22,56 

competed, 22,57 

parson or agancy making, 22, 56 

purpoM{s)of, 22, 564S7 



Rafvrralt 

bacausa of abaanoa, 25, 83 

for physical, haalth, saniory, and ralatad conditions, 22. 
66-57 

fi^r school work or for Intallactual sc^l or amotlonsi 
reasons, 23,6^-66 
Retf tratlofi, 125 
Raf4ilar 

dass, 125 

school tarm, 125 

studant, 72 
Ralatk>nfhlp to studant, codas for, 36 
Ralaasad tima, 25,84 
Rallgloiis 

consldaratlons, 22,60 

objections Cto Immunisations), 54 

raaaons, program modification for, 26, 80 

reasons for not entaring school, 90 
Report, 125 

acCfdant, 54 

for student parformance, 26, 94 

student, 166 
Reporting period, 125 
Reporting unit, 125,166 
Reports, oonf kkntlal, 

from outskja agencies, 10, 1 15 
Reskleoce, 35-38, 166 

af^r discontinuing school, 25,83 

bk)ck number, 20, 42 

data, 19,4t-43 

of female parant, 19,42 

ofmalapmnt, 19,41 

of student, 19,41 
Residency status of studant, 20, 42, 166 
Raekiantial student. 125 

of administrative unit lo^ school distrkit), 42, 126 

of en Institution, 125 

of school attandanca area, 42, 125 
Residential school, 125 

for special education, 125 
Resource requirements, special, 25,80 
Responsible adult of domicile, 19,39 
Rettrkrtlons on data use, 14 
Retarded, mentally, 23. 67, 90, 106 
Retired, 38 

Retraining program, type of, 26, 91 
Retrieval of informatkin, 125 
Rh negative blood, 131 
Rheumatic f aver, 131 
Room number, 26, 81 
Rooming house, 43 
Rubella (German maasles), 131 
Rubeola (meaates), 131 
Run, schoolbus, 126 



s 

Scholarships, 98 
School, 2, 125 

acirvltles, limitations on, 22, 58-59 

2^3/2*^"^^"^*^''*^^' 127 
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School*Contlnu«d 
adult, 24, 77 
area vocational, 112 

attendance and social woi k services, 172-173 

attendance area. 125 

attandanct area, widont studant of 12b 

braakfast program (nation*.!), 125 

board— Satf Board of aducat? m. 125 

cenius, 126 

c«niu$ ag^, 1*^6 

church-rafatad^ lie 

communitv. 1 15 

comprahanfive high, 115 

day, 116, 126 

Department of Defense oversaas dependents, 72^ 1 1 6 
ditcontinuanca of (ilropoin^ out). 25, 86-89 
district, 126 

district, chikjren 1 14 

alamantarv, 75 

anterad. 24-72 74 

fiscal vear-->Si«a School year, 126 

five- or 6-vear high, 76 

four*yaar high, 76 

holiday, 126 

incomplate hl^ih, 120 

indapendant American ovaneas, 71*72, 120 

independent nonprofit, 12C 

]jnior high*- 76 

junior-senior high, 76 

laboratory, model, or practice, 121 

leaver, 126 

lunch. 122, 168 

lunch and/or braskfast progremt, 1 14, 161 
middle, 76 

nonpublic-Set Private or nonpublic ichool, 124 

Of Institution entered, type of, 24, 74-77 

or other institution praviouily attended, 24, 73 

or system to wtiich the student transfers, 25, 85 

performance, 26,91-93 

physician, 57 

plant, 126 

plant, student capacity of a, 127 
private or nonpublic, 124 
proprietary, 124 
psycholo9ical services, 172 
public, 125 

•related injuries and medical treatnrrents. 22, 54 55 

residential, 125 

secondary, 76 

senior high, 76 

status of students 166 

system, 2, 126 

term, 12i 

term, regi>lar, 125 

type of, from which Incoming student is received, 24, 
year, 123 
year \n. 24, 77 
Schooibus 

publicly-owned, 125 
number. 28, 105 
route number, 28, 105 
run, 126 

run number, 28, 105 
School census, 126 
eoe, 126 



73 



School census— Continued 

continuous, 115 
School, special, 121 
Schooiwork, oonnpletion of , 25, 8S 
Score reporting, type of , 23,65 
Scores, range of, 23, 66 
Scoring, test, 23,64 
Secondary school, 76 
Self study, diniictad, 79 
Self-contained class, 126 

recognition for completion of, 26, 97 
Self-empioyed, 37 
Senior high sdiool, 76 
Sensory conditions, 21-22,44-61 
Sensory, physical, and related conditions, 21. 46-62 
Seriously emotionally dinurbed, 23, 67 
Serological test for rvphilis(STS). 132 
Settton, 126 

curtalfdd, 116 

ddily-^ Session. 126 

day in. 82 

fulNiay, 118 

half-dey. 119 
Severely handicapped. 126 
Sex, 18,30 

Shared time-See Dual enrollment. 24, 74. 117 
Sickle cell 

anemia, l32 

test, 132 

trait, 132 
Single, 33 

Size of completion group, 26, 95 
Slow learners, 23, 67, 106 
Smallpox, 132 
Snellen 

alphabetic test, 132 

llilterete test, 132 
Social 

security number, 18, 30 

work services, 172, 173 

worker, 128 
Social/cultural information, family, 13,41 
Socially maladjusted, 23, 67 
Sophonrrare, 126 
Special 

auistance, 168 

characteristics, students with, 28, 106-107 
conditions, 28, 106 
education, resklential school for, 125 
groupings, 121 

mental and psychologicai characteristics, 23, 66-68 
program modification, 25, 80 
resource requiremenu, 25, 80 
schools, 121 

student group for which course is designed . 26, 93 
student services records, 10,126 
Specialization, area of, 26, 91 -82 

Specific learning disabiiitias, chiklren with, 23, 67-68, 106 
Speech 

and language, 21,49-61 

and/or language test, 21,49 

diso-imination test, 21,48 

handicapped, 51,106 
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Sp««ch-Contlnu«d 

lmp«lf^,51, 106,126 

pitholoyv lervicw aixJ audfofoov Mrvices, 172 
Sponic-, 19,39 
Steff, 167 

menr^fcxH- mnw, 25,81 

rfwmtoari, •dministrative, 1 12 
Standardiztd test, 127 

Stat« aducatlonal proijK*^ eifgibMitv, 28, 108 

Sum of the Umtad Stattf« 177 

Statui 

•ctKra fmfT;b«r5hlp, 25, 68, 31 
admission, 24,62 
cttljanshfp, 18,33 
compuriofv attandafKsa, 26,86 
day/fvtnlrv, 24,80 
ful^-tlma/part-time, 24, 79^ 
inactiva mainbtrthip, 6S 
madtai, 18,33 
nrrfnof/adtilt, 18,32-33 
occupatlooaj, 19, 37-38 
ratktency, 20,42 
transportation, 28, 103 
tultkm, 28,109 
v«ttran benam, 18,34 
Studant, Hi, 1-2 
account irKj. 127 
accounting, oontmuous, 69, 70 
*admlnlstratFva staff ratio, 127 
body acttvitfaa, 127 
capacttv of a school plant, 127 
diaractartstics, 166 
cost p«f , 115 
-counsafor ratio, 127 
data rnanaoen>8m, 7«^15 
day, 80 

allijIbiSltv for transpoftatJon, 28, 103-104 
avaoino, 80 

-firumce Information, 168 
fufl-tlma, 79 
full-tultlon, 109 
guast, 72 

group, %p9d&}, for which coursa Is das^jnod, 26, 93 

homabound, 119 

houtlfHp, 20,43 

-instructional staff ratio, 127 

-nbrary sarvicas staff ratio, 127 

nmilsmi rtcord numbar, 21, 44-46 

nonrt^ldant, 42 

nontultion, 109 

mimbar, 18,30 

pmn-t'tme, 80 

partiat-tuttlon, 109 

parformanc*, 26,94,168 

pr obaclonary^ 72 

<*profaftlonal aducatlooal staff ratio, 127 

-propartv information, 168 

•psychologist ratio, 127 

racord, 127,165 

ragular, 72 

rapoft. 165 

rafidancaof, 19,41 



Studant-Contlnuad 

rasidancy status of , 20,42 

rasidant, 42, 125 

t^r administrator ratio, 127 

school status of, 166 

"♦octal workrr ratio, 128 

-staff ratio, 167 

-taachar Intaraction, dlrtct, 79 

*taachar ratio, 128 

*total staff ratlo^ 128 

transportation, 168 

tuition, 129 
Studant Information 

catagorias of , 4 

computarlrad, 140-143 

Itamof, 166 
Sttid^ant Information systam, 133-164 

ajtamata appfoachat to, 137-138 

manual, 138-140 

naad for, 133-134 

oblacthmof, 136-137 
Studant racofd, 127,166 

cumulativa, 116 

parmanant, 124 
Studant racords 

accassto, 10-12 

cumulativa, 10 

davtiopmant of policy for, 12 
typasof, 10 
Students 

advancad at an acoalaratad rata, 122 

compfating a s^van coursa, t22'*123 

Gurrentf y mambars of dassas In yfBfUHi$ subjact-no^ttar ama^ 1 23 
making normal pcograss, 123 

notpromotad, 123 

participating In national school lunch and/or braakfast 

prog/ania«. 114 
participating in various actlvitias, 1 23 
par acre, 128 
profnotad, 124 

racords and raports about, 165-168 

r^t9in9d, 123 

taking a given course, 123 

with spt-la? cheractarifitics, 28, 106-107 
Students transported, 114, 123, 124 

at public •xp9nte, 123, 124 
Stuttarkig, 5C 

StylSf* of learning, mott affective, 23, 68 
Sublect-matter area, 26,93 

Subject matter of postschool training or education which 

inurestad, 27, 100-101 
Sugar dlabetat, 130 
Surgery, 22,55 

codes for, 53 
Cuspansfon, 128 
Syphilis, 132 

test for, 132 
System 

school, 126 

to which the student transfers, 25, 85 
Syst|m^^Mlgn, 134 
qfyiti^Qt 134-135 
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1 

Talented, 23. 66-67 
Tardiness, 128 

T«rdv. number of Wrrm, 25, 84 
Ttachcr, 128 

home room, 25, 81 
Te»ch«r$, 128 
Technical 

fnctitute, 128 

tteff, 128 
Teeth, 21,44 
Tftlepfione number, 19, 41 
Term, schoof, 126 
Test 

scM&vement. 61 

•ctminlftratlon, form of, 23. 64 

adnniuion, 62 

advanosd placement, 62 

aptitude, 62-63 

attitudlnal, 63 

audiometric, 21, 48 

basic skills, 62 

blood, 22,56 

color bllndr^ff, 130 

cognitive and perceptual skills, 6^ 

copyright date of , 23,63 

criteriorhreferenced, 63 

date administered, 23, 64 

diagnostic reading, 62 

form of, 23,63 

gro4jp, 23,64 

hearing screening, 21,48 

high school ^quivelency* 62 

identification. 23,61-63 

individual, 23, 64 

language in which written or given, 23, 64 

level of, 23,63 

location of, 23-64 

manual dexterity, 62 

medical laboratory, 22. 5&-66 

mental ability {intelligence), 61 

name and title of person administering, 2S, 64 

name of, 23, 63 

norm-referenced, 122 

oral, 64 

performance, 64 
psychomotor, 62 
publisher of, 23, 63 
puretone audiometric, 48 
raad'tng readiness, 62 
results, 23, 64 
scholastic aptitude. 61 
^coring, 1^3, 64-65 
screening (hearfng). 21, 48 
sickle cell. 132 
Snellen alp^»abetic, 132 
Snelien illiterate "E", 132 
speech and/or language, 21 , 49 
speach discrimination, 21,48 
standardized, 127 
tuberculosis, 132 
type of. 23,61-63 



Test-Continued 
vision, 21,46 
written, 64 

Tests and inventories, mental psychological, and proficiency, 
23, 61-65 

Tests of general aducational developfnent (GEO), 123 

Tetanus, 132 

Time 

elements, course, 26,93^ 
factor, 156 

In attendance, percentage of, 25, BA 
in membership, percentage of, 25, 82 
released, 26,84, 125 
sharrd See Dual enrollment, 24, 74, 117 
transported, length of, 28, 104 
Training 

certificate of-<Se» Certificate of completion, 1 14 

information, postschool. 27. 101-102 

postschool. in which interested, 27, 100-101 
Transcript, 128 

requests, 26, 98 
Transfer, 25, 84^5 

program, 78 

type of, 25, 85 
Transportation, 28, 103-105 

aid, qualification for State, 28, 105 

cost, 114 

eligibility of student for, 28, 102-104 
pf^ovkkd room, board, and/or payment in lietj of, 103 
status, 28, 103 
Transported 

at public expense, 103 

between schools, 103 

but not at public expense, 103 

distance, 28, 104 

length of time, 28, 104 

not, 103 

vehidc on whicb, 28, 104 
Truancy, 129 
Tuberculosis, 132 

test results, 22,55 
Tuition, 28,109-110,129 

acKl fee information, 28, 109-1 10 

and special assistance, 168 

full, 109,118 

peldby, 28, 109-110 

partial, 109 

requirement, 28, 109 

stems, 28, 109 

student, 129 
Type A lunch, 129 



u 

Ulcer, 132 

Uncfer compulsory age, 89 
Underachievert, 23, 67 
Unemployed, 38 
Vngrsded c\a$9, 129 
Unit, reporting, 125,165 
Units of value, 26,94 
Universal birth number, 1 29 

P35 
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Urological condition. 132 

admml5tr»tlw, 169.173-175 
airrictJ|»r and instructional 169-170 
of information about students. 1 69-1 76 
research and evaluation, 1 75-1 76 
student services, 170-173 



han6\cai;:iped, 47, 106, 129 

impaired, 47 
Vocational rehabilitation, 129 

proyram. veterans', 129 
Voice impairment. 50 



Value 

mark. 26,04^5 
units of. 26,94 
Vehicte 

on which transported, 28, 104 

prtvatery owned, 28. 104 

pubHcly owned. 28, 104 
Veteran, 129 

benefit status, 18,34 
Veterans' 

dependents' educational assistance program. 1 29 

educational assistance program. 129 

vocational rehabihtation program 129 
Vision. 21,46^7 

correctea. 21.47 

test. 21,46 

uncorrected, 21. 46 
Visual 

handicap. 47 

impairment. 21. 47 

perception. 132 



w 



Waiver, medical, 60 
Wteiflht. 21,44 
Welfare. 109 

eliQfbiHtY. 28. 109 

on, 19,40 
Whooping cough. 131 
Widowed, 33 
Withdrawal. 25. 84, 167 

date of, 68, 84 

rate, annual, 113 
Work performed, type of, 27, 102 
Work permit^S»e Employment permit. 117 
Work-study program participation, 27, 99 



Year 

in school. 24, 77 
level, no, 122 
school, 126 
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December 1974 



TO: Owners of Student/Pupil Accounting: 

Small portiufis of Student/Pupif Accounting may be updated or amended during the next few 
years. Persons, organizations, and institutions desiring any revised or supplementary materials 
may request them by completing coupons below as appropriate and sending them to the National 
Center for Education Statistics, 



TO; National Centei for Education Statistics tOo not submit b«fortt Janiury 1. 1982.) 

Washington, D.C. 20202 

Please send any supplementary materials developed for Student/Pupif Accounting for the 
period ending June 30, 1982 to: 

Name^ 



Address 




TO: Natjonal Center for Education Statistics (E>o not submii b«for* January i, idso.) 

Washington, D.C. 20202 

Please send any su|l plementary materials developed for Student/Pupif Accounting for the 
period ending June 50, 1980 to: 

N ame ^ 

Address 



e 



TO: National Center for Education Statistics (Do ftot lubmit b^fw January i, 1978.) 

Washington, D.C. 20202 

Please send any supplementary materials developed for Student/Pupif Accounting for the 
period ending June 30, 1978 to: 

Name 

Address 



TO: National Center for Educat ion Statistics iOo not tubmit biefort January 1, 1976J 

Washington, D.C. 20202 

Please send any supplementary materials developed for Student/Pupif Accounting for the 
period ending June 30, 1976 to: 

Name 

Address^ 
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